
1 
 

 

 
 

 

Nurturing Career Development 
 
 
 
 

    CAREER RESOURCE  HANDBOOK 
 
 

Career Center 
3395 Airport Rd., Pinehurst NC 28374 

Blue Hall, Suite 103 
www.sandhills.edu 

910-695-3735 

Volume III 

http://www.sandhills.edu/


[Type here] 
 

- 2 -  

WELCOME! 
FROM THE DIRECTOR 

August 2022-2023 
 
 

The Sandhills Community College Career Resource Handbook is designed for easy use. 
It provides essential and user-friendly career information that will aid you during your 
enrollment at SCC and as an alumni. Our desire at Sandhills Community College is to 
fully prepare you for the working world. This guide focuses on résumé writing, letter 
writing, improving you interviewing skills, networking, developing your soft skills and 
assisting you with your career plans. 

 
Are you aware that we have a College Central Network? You can store or upload 
your résumé, job search employers, listen to career podcasts and sharpen your 
career skills. Log in to: 

 
www.collegecentral.com/sandhills/Student.cfm. 

 

You will have a better opportunity to acquire a job if you develop your writing and 
employability skills. Remember, a résumé is your door to prospective employers. 
We are offering you the resources you need to make an informed choice about your 
future. 

 
The Career Center wishes you Great Success! 

 

Gwendolyn Fant Russell, MA-HRD 
Director of Career Development Services/Career Advisor 
Global Career Development Facilitator 

 
 
 
 
 
 
 
 
 
 

“Nurturing Career Growth” 

http://www.collegecentral.com/sandhills/Student.cfm
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What is a Résumé? 
 

The résumé is a selling tool that outlines your skills and experiences so an employer can 
see, at a glance, how you can contribute to the employer's workplace. 

 
Your résumé has to sell you in short order. While you may have all the requirements 
for a particular position, your résumé is a failure if the employer does not instantly come 
to the conclusion that you "have what it takes." The first hurdle your résumé has to pass-- 
whether it ends up in the "consider file" or the "reject file"--may take less than thirty 
seconds. 

 
The most effective résumés are clearly focused on a specific job title and address the 
employer's stated requirements for the position. The more you know about the duties 
and skills required for the job--and organize your résumé around these points--the more 
effective the résumé becomes. 

 
You will need information to write a good résumé. Not just information about jobs 
you've held in the past but also information to select the most relevant accomplishments, 
skills and experience for THIS position. The more you know about the employer and the 
position, the more you can tailor your résumé to fit the job. 
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The New Top 5 Resume Writing Rules 
 

 
In today’s market, what used to work just doesn’t work anymore. The resume writing rules 
have dramatically changed. Several years ago, when unemployment was 5% and LinkedIn 
and other tools weren’t prevalent, you could get interviews with an older style resume. 
Today, you must follow these five rules: 

 
1. Showcase Your Brand or Theme 
The Objective that says, “Here is what I want” is dead and replaced with a simple headline 
like SENIOR PROJECT MANAGER. This must be followed by a well-written description 
of what you do best (brand), which is designed to differentiate you from the many other 
candidates. 

Example: Corporate Troubleshooter regularly assigned to the most challenging 
initiatives. 

 
This creates a theme for the rest of the resume so your opening essentially says, “Here is 
what I am best at,” and the rest of the resume says, “Here is proof that I am good,” by 
showcasing the results you have achieved. 

 
2. Tight Writing 
Today’s resumes must be tightly written and very succinct. Fluff statements are out and 
overused phrases like visionary and dynamic are no longer the norm. Your sentences 
should be to the point and factual. 

Example: Sales Executive charged to drive new business and penetrate existing 
accounts throughout the New York metropolitan area. 

 
Your resume really doesn’t need to go into all the job duties you performed. So, using the 
sales resume example above, you would not put in such things as called on prospects 
throughout the territory, attended trade shows, and made presentations. These are the 
normal tasks that sales professionals do on a regular basis and, certainly, the employer 
understands that. 

 
3. Use the Harvard Format 
You should also use what’s called the Harvard format. In this format, your roles and 
responsibilities are in paragraph form and your achievements are in bulleted form. This 
makes it easy for an employer to quickly identify them. 
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Also note that, in this day and age, the notion of a one-page resume is a myth and what is 
most important is that the resume has a compelling story and is easy to read. Remember 
that your resume is an advertisement for your skills and is not necessarily a legal document 
designed to indicate everything you’ve ever done. Your purpose in the resume is simply to 
whet their appetite and get them to want to call you for an interview. 

 
4. Support Your Theme with Strong Accomplishment Statements 
You’ve established a theme and now you have to prove it by showcasing your 
accomplishments. Make sure your accomplishments are directly relevant to the position 
you’re seeking and supports your theme or brand. So, highlighting the fact that you created 
a database that streamlined the process of ordering office supplies is not something that 
should go on your resume if you are looking for a sales role. 

As much as possible try to quantify your accomplishments and indicate your performance 
against goals. In our sales example, stating you increased revenues $2 million year-over- 
year is very nice, but it really doesn’t describe your accomplishments. Saying you 
delivered 135% of quota representing a $2 million increase in year-over-year revenues is a 
much stronger statement. 

 
5. Include LinkedIn 
Recent studies indicate that more than 85% of employers and virtually all recruiters will 
look for you on LinkedIn before calling you. So, make sure you have your LinkedIn ID on 
your resume and your profile is supportive of your overall theme. 
 

- Join LinkedIn. It’s easy and free at the basic level. 
- Develop a complete LinkedIn profile to help others find you. 
- Grow your network to increase your networking reach 
- Get and give recommendations on LinkedIn to support and enhance your 

credibility and expertise 
- Search for jobs on LinkedIn. LinkedIn aggregates jobs from LinkedIn and other 

sites 
- Research companies on LinkedIn to find relevant information and contacts, all in 

one place. 
- Use the LinkedIn search feature to find contacts in target companies. 

 
 

http://www.careerealism.com/interview-questions-dont-ask/
http://www.careerealism.com/quantify-accomplishments-resume/
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Résumé Writing Rules 

Rule #1: Fonts 
Résumé writing can be typed in several different styles. Although Times New Roman is 
extremely popular, it can be overused. More than 90 percent of the Résumés seen are typed in 
Times New Roman. Your goal is to create a competitive, distinctive document. In order to 
achieve that, it is recommended that you use some of the alternative styles. 

 
Your choice of typestyle should be dictated by the content, format, and length of your 
Résumé. Some fonts look better than others at smaller or larger sizes; some have “bolder” 
boldface type; some require more white space to make them readable. Once the Résumé is 
written, experiment with the following styles: *All fonts below displayed in 12pt size* 

 
 

Calibri Times New Roman Arial 
Book Antiqua Trebuchet MS Bodoni MT 

Gulim Cambria Georgia 
 
 

Rule #2: Font size 
If the type size is too small, your Résumé will be difficult to read and difficult to skim for 
essential information. A too-large type size, particularly for senior-level professionals, can 
also give a negative impression by conveying a juvenile or unprofessional image. 

As a general rule, select type from 10 to 12 points in size. 

Rule #3: Talking in first person  
Never use the word “I” in the body of the Résumé. 

 
Rule #4: Contractions 
Contractions give an air of casualness and informality. 
The more formal your writing, the less frequently you should use contractions. For 
example: I ensured the company met “its” goals is correct to show the pronoun. “It” 
possesses the goal. Instead of using the contraction of the words, 
“I ensured the company met it’s target,” which is incorrect. 
Remember, your Résumé is a formal document, be sure to omit abbreviations or 
contractions in your words or sentences 

 
Rule #5: Homophones  
Homophones are words that sound the same but have different meanings. For instance, “to,” “two,” and “too” are 
used differently in sentences. If you use them wrong in a Résumé, the reader may think you have little knowledge 
of elementary grammar or failed to edit your Résumé. 
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Rule #6: Subject-Verb Agreement 
Have the subject of a sentence agree with its verb in number and person. If the subject is 
third-person singular, you must add an “s” to the verb. And if the subject is plural, do not add 
an “s.” Ex: “They manage multiple budgets.” The verb “manage” requires no “s” because the 
subject “they” is plural. 

 
Rule #7: Dates 
Leaving out dates—include dates on your Résumé. Leaving them out might seem like you 
are trying to hide certain information. 

 
Rule #8: Cover Letter 
No cover letter—a cover letter should be sent out with every Résumé; it is your sales 
document. It will augment your Résumé. 

 
Rule #9: Email Address 
Unprofessional email address. Ex: streetsmarts@gmail.com; Use an address that is 
professional. Your professionalism must come through in your Résumé. 
Ex: gsmith@gmail.com. 

 
Rule #10: Information 
Including personal information—Personal information, like age, gender, and head shot 
should not be included on your Résumé (unless you are a performing art student. 
 
*NEW #11: “Remove your street address if blanketing the Internet with your resume, be 
cautious about including any stuff that would help someone find out where you live” says 
Richard Boles, What Color Is Your Parachute, Edition 2020: 158. 
 
*NEW*12: “If you posted anything on Facebook, Twitter, LinkedIn, Instagram, 
Pinterest, or YouTube, an employer can Google your name—and you have left a trail. 
More than 60 percent of employers have viewed your website or webcasts 
Boles, Richard, What Color Is Your Parachute, Edition 2021: 211. 

 
 
 

mailto:streetsmarts@gmail.com
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25 Aug 2020 Austin Belcak 
 

Choosing an Awesome Font For Your Cover Letter (& Why That 
Matters) 

I used to just use the default Calibri or Arial too until I came across this post on 
the Psychology of Fonts. The author combed through 75+ academic studies on 
the subject which all pointed to a similar conclusion – fonts have a massive 
impact on our perception of an author. 

There are five main font categories out there today: Serif, Sans Serif, 
Monospace, Fantasy, and Cursive. Here’s an infographic illustrating the 
emotions that each of these font families evoke in the reader: 

When it comes to the “best” font for your cover letter, the safest bet is to use 
something simple and easy to read. In my opinion, Sans Serif fits that bill best 
so choose from fonts like Avenir, Helvetica, or Open Sans. 

 

 

 

 

 
 
 
 
 
 
 
 

https://www.nickkolenda.com/font-psychology/
https://www.nickkolenda.com/font-psychology/
https://cultivatedculture.com/best-resume-font/
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PERSONAL BRANDING 
 
 

WHAT IS BRANDING? 
HOW DO YOU USE IT TO COMPETE? 

 
 

1. A Brand is a Promise of Performance: 
• Will deliver a superior performance resulting in customer satisfaction. 
• Combination of tangible and intangible attributes that creates value. 
• Communication about the brand must be consistent. 
• Must be specific so it separates from competing brands. 

 
2. Focus on Key Attributes: 

• Strengths (industrious or diligent, etc.) 
• Core accomplishments; (volunteer, internships, projects) 
• Education and training; employees who are on the cutting edge 
• Skills; hard and soft skills, interpersonal, technical 
• Values; team player, initiative, focused, responsible, decisive, etc. 

 
3. Key Branding Tools: 

• Resume 
• LinkedIn, Facebook, Twitter 
• Personal Website 
• Elevator Speech 
• Networking 
• Interviewing 
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CAREER BRAND 
ESSENTIALS 

 
A career brand must be… 

 
• UNIQUE—true to yourself, different from all others. 
• FOCUSED—on the key element that makes you 

superior, in demand. 
• AUTHENTIC—no sense in developing a false brand; be 

true to your true expertise. 
• MARKETABLE—no one wants yesterday’s brand; your 

brand should have high value in the job market. 
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THE 4 C’S OF A RÉSUMÉ 
 
CONCISE-  

The vast majority of resumes should be one page long. If you have over 10 years experience, then 
maybe go with a second page, but most job seekers should be able to present themselves 
effectively in one page. Hit the high points of each position (you don’t need to list every duty you 
may have had). Use succinct phrases rather than full sentences. 

 
CONSISTENT-  

If you use bullets, then use bullets under each position you held. Use action verbs when describing 
responsibilities and accomplishments. List dates the same way every time you put down a date, 
cities and states the same way every time you put down a place. Same with bold, italics or 
underlining – if you do it once, do it every time for the same type of information. 

CLEAR-  

A clear resume will have excellent formatting. If your resume is cluttered and messy, it will be 
difficult to read. Ensure you include bolded headings/subheadings and sufficient white space so 
that it is easy for recruiters and potential employers to skim through. Don’t use abbreviations or 
industry terminology, since some recruiters may not understand these. Use plain English instead. 

CORRECT-  
Make sure that your address, phone number(s) and email are current. Make sure you do not have 
any spelling or grammatical errors. Do not lie and embellish your responsibilities or make up a 
degree that you don’t have; most places acquire background checks and contact references to 
assure the information listed is correct and true. 
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RÉSUMÉ 101: 
Seven tips to help you catch an employer’s attention. 

By Robin Ryan 

“A résumé is not about what you want. It’s about what you offer an employer.” 
 

“You have only a few seconds to snag the employer’s attention,” writes Seattle based career 
coach Robin Ryan in Winning résumés, (John Wiley & Sons, Inc). “You must sell the employer 
within 15 seconds of looking at your résumé, or you’ll lose the job.” Here are seven tips to help 
you catch an employer’s attention. 

 
1. Start with the basics. 

It sounds obvious, but your résumé must include your name, address, phone number and 
email address. Be mindful of the address you include. College students, in particular, 
tend to move often, so include a permanent address, such as your parent’s address. Take 
care with your email address too. Make your user ID related to your name, not any 
nickname attributions. You want to appear professional to an employer. 

2. Include an objective or summary of skills. 
These sections come right after your personal information and, for a first-time job 
seeker, should be concise. Your objective tells what you want and your summary high 
lights your skills. 

 
3. Choose the right résumé style. 

There are three basic types of résumés: chronological, functional and combination. 
Chronological résumés focus on work experience and list the experiences in order from 
most to least recent. Functional résumés concentrate more on skills. And finally, a 
combination style works well for first-time job seekers. 

4. Brainstorm your experience and skills. 
While you may be struggling to think of pertinent work experience, Ryan says that you 
have more than you realize. Don’t underestimate the skills you have gained whether 
you have full-time or part-time work. 

 
5. Your academic and volunteer experience is relevant. 

Demonstrate your aptitude and strengths by project specific examples of class work you 
have done or volunteer work. 

6. Know the cardinal rules of résumé writing. 
Use strong action verbs and leave out the word “I.” Your résumé should be one page or 
two full pages. Always proofread. 

7. Never, ever lie. 
Don’t misrepresent your past – it will come back to haunt you. For example, if you did 
not graduate, say “projected graduation date.” 
--Career Rookie, 2010 
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20 Places to Get Experience for Your Résumé 
By Billie Streufert 

 
Employers want experience. You don’t have to look far to get it. 

 
Experience is not limited to paid employment. It can include any co-curricular activities 
or accomplishments that demonstrate your knowledge, skills, and abilities. Your college 
campus is rich with opportunities to gain experience, including: 

 
1. Internships 
2. Part-time employment or work study 
3. Study abroad 
4. Service-learning 
5. Undergraduate research 
6. Student activities or program councils 
7. Special interest or professional organizations 
8. Sororities or fraternities 
9. Community service or volunteer work 
10. Athletics or club sports 
11. Choir or band 
12. Student newspaper or radio 
13. Student government associations 
14. Resident assistants or community advisors 
15. Admissions ambassadors 
16. Orientation leaders 
17. Tutors or supplemental instruction leaders 
18. Theater 
19. Honor societies 
20. Homecoming planning committee 

 
Contact your campus career center to locate the specific opportunities that are related to 
your professional goals. For example, if you are an education major, inquire about 
employment at local daycare centers. In addition to these opportunities, the staff can also 
help you locate summer employment or internships in your field. 
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Choosing a Résumé Style 
Choosing a résumé style can be stressful the first time. Remember to chose a style that 
represents you—your talents, abilities, and experience. 

When to use a Chronological Résumé: 
CHRONOLOGICAL- (Focus on JOB EXPERIENCE) 

 
• If you have a clear job target 
• The next job is the logical progression in your career 
• Current job is in healthcare, finance, science, or the engineering field 
• Time oriented and lists employment experiences in reverse order starting with 

most recent job 
• Works well for prospective employees with continuous employment showing 

career progression in their field 

When to use a Functional Résumé: 
FUNCTIONAL - (Focus on SKILLS) 

 
• Desire to focus on transferable skills 
• To downplay work gaps 
• Reflect the type of work actually done 
• Are changing careers 
• Skills have been acquired through volunteer activities 
• Re-entering the work force or changing careers 
• New college graduate /entry level candidates without much work history 

When to use a Combination Résumé: 
COMBINATION - (Highlight your SKILLS & JOB EXPERIENCES) 

 
• Emphasizes skills and competencies; including dates of employment 
• How the Résumé is combined depends on specific experience and career field 
• Combines the best elements of the chronological and functional formats 

When to use an Electronic Résumé: 
ELECTRONIC – (Most employers are going GREEN) 

• So you may post (paste) the contents into online Résumé forms, such as at job 
banks and employer sites. 

• So you may paste the contents into email to send electronically to employers and 
recruiters. 

• So you may hire a Résumé distribution service to do both of the above for you. 
• So employers may easily scan the paper version of your electronic Résumé into 

applicant-tracking software, using optical scanners. 

http://technicaljobsearch.com/resumes/resume-distribution.htm
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Chronological Résumé 
The chronological résumé is organized by job titles with the most recent position listed 
first. 

 
Employer Rating: 
Employers tend to prefer the chronological résumé because the format lists prior 
positions beginning with the most current. Employers perceive this résumé style as fact- 
based and easily skimmed. 

 
Works Best For: 
For job seekers with solid experience and a logical job history, the chronological résumé 
is the most effective. Career changers and those who lack formal on-the-job experience 
(like new graduates) find this résumé the most difficult to write. 

 
 

HOW IS YOUR RÉSUMÉ? 
 

DON’T YOU WISH YOU WERE 
 

BETTER PREPARED! 
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 Philadelphia, PA 

19111 

 
555-555-5555 

 
example@example.
com 

SKILLS 

● Review the job posting 
for the skills sought by 
the employer. 

● Feature skills of your 
own that match these 
key skills and are 
valuable in your 
profession. 

● Present six to eight 
skills in a bulleted list, 
and make sure to 
include soft, hard and 
technical skills. 

● See How to Write the 
Resume Skills Section 
of your Resume for 
more writing tips. 

CERTIFICATIONS 

● If you want to boost 
your skills and want to 
demonstrate 
competency to do a 
specific job, 
certifications are 
particularly important. 

● School, Institution, 

 

 CRISTINA MORALES  

  

PROFESSIONAL SUMMARY 

 
 
It's important that you provide the hiring manager with a short explanation of why 
you should be hired. In two or three sentences, highlight your top skills, position 
expertise, and most notable professional experience that aligns with the job you are 
seeking.  

WORK HISTORY 

CURRENT POSITION 
Company | Company City, State | June 2017 - Current 

● Start with your current or most recent job title. 
● For each job, write your work experience in three bullet points. 
● See How to Write a Resume Work Experience Section for more writing tips. 

 
PREVIOUS POSITION 
Company | Company City, State | March 2013 - May 2017 

● Talk about your duties and qualifications that are needed for the desired job 
opening. 

● Write short sentences in the active voice that show your accomplishments (e.g., 
“Manage a team of eight graphic designers”). 

● By using quantifiable metrics, such as “Establish long-lasting relationships with 
clients by studying their needs, maintaining a 99% retention rate,” you will give 
your accomplishments more power. 

NEXT TO LAST POSITION 
Company | Company City, State | July 2009 - February 2013 

● Concentrate on including significant work responsibilities instead of repetitive, 
daily tasks. 

● If you are switching careers, highlight transferable skills applicable to the new 
job you are applying for. For example, if you did some customer service tasks, 
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Company or 
Organization l 
Certification or Training 
Obtained - Year 
Example: CPR & First 
Aid Certified, American 
Heart Association - 
2019 

 

present your empathy and communication skills when seeking medical assistant 
jobs. 

● If you have a long work history, narrow your work experience to the last 10 
years of your career. 

EDUCATION 

Master of Science 
Field of Study  
School Or Institution Name, School Location  

 Start with your current or most recent degree and go backward. 
 Example: Master of Science in Veterinary Technology 

University of California - Davis, CA 
June 2017 
Bachelor's Or Associate Degrees 
Field of Study  
School Or Institution Name, School Location  
Example: 
Bachelor of Science in Pre-Vet 
University of California- Davis, CA 
June 2017 

LICENSES  

 If you want to boost your skills and want to demonstrate competency to do a specific job, 
certifications are particularly important. 

 School, Institution, Company or Organization l Certification or Training Obtained - Year 
Example: CPR & First Aid Certified, American Heart Association - 2019 

AWARDS AND HONORS 

 This section is important for entry-level workers and for those who have received 
significant awards in their chosen field. 

 School, Institution, Company or Organization l Certification or Training Obtained - Year 
 Example: Sally Kalson Courage Journalism Award, Pittsburgh Post-Gazette - 2020 
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Folami Dubaku 
Memphis, TN 38116 

901-599-0316 
email@yahoo.com 

 
Objective 

Highly motivated, enthusiastic, and dedicated educator offering strong academic credentials; 
will create a challenging classroom environment that maximizes student potentiality. 

 
Experience 

La Petite Academy, Memphis, TN 
Lead Teacher 
June, 2006 – October, 2007 

• Plan activities that would stimulate growth in language, social and motor skills. 
• Teach classes or courses or provide direct care for children. 
• Determine allocations of funds for staff, supplies, materials, and authorize purchases. 
• Confer with parents and staff to discuss educational activities and policies. 

 
Dubaku’s Infant/Toddler Academy, Memphis, TN 
Owner/Director 
May, 2003 – May, 2006 

• Oversaw daily operations, managed a staff of 12 employees. 
• Responsibilities including administrative, billing, personnel issues, policies and 

procedures, payroll and quarterly tax preparation and submission. 
• Implemented curriculum plans. 
• Maintained ongoing communication with parents regarding children’s activities, 

behavior, and development, and responded to all parents concerns as they arose. 
• Determine the scope of educational program offerings to estimate staffing need. 

 
Wal-Mart, Memphis, TN 
Overnight Stocking/Sales Associate/Department Manager 
April, 2000 – January, 2003 

• Responsible for customer service. 
• Ordered merchandise and kept track of inventory. 
• Accentuated seasonal displays. 
• Assisted on the front line (Cashier). 

 
Education 

Currently pursing B.S. in Elementary Education (Early Childhood PK-3 emphasis), The 
University of Memphis Tennessee, Memphis, TN 
Southwest Tennessee Community College, Memphis, TN 

• Graduated May, 2006 
• Associate in Applied Science in Early Childhood Education 

 
Knoxville Job Corps, Knoxville, TN 

• Graduated May, 1981 
• Nursing Assistant Certification 

mailto:email@yahoo.com
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FREDERICK R. RICHARDS 

134 Ridgefield Street 
Framingham, Massachusetts 01701 

508-877-8216 
 

EDUCATOR/INSTRUCTOR – EARLY CHILDHOOD 
Eleven years of hands-on experience in early childhood education…Nominated by parents of 
children in my care for Scholastic National Teacher of the Year…Outstanding communication 
skills…Readily establish rapport with wide range of people of various ages…Adapt presentation of 
material/coursework to ensure complete comprehension by students…Software proficiency 
include Microsoft Word, PowerPoint, and QuickBooks. 

 
Sought out by organizations to present workshops at statewide and regional conferences to early 
childhood educators on various topics, e.g. science for young children, professionalism for child 
care providers, development of handbooks and contracts. 

 
PROFESSIONAL EXPERIENCE 

Apple Tree Child Center – Sudbury, Massachusetts 2001- Present 
OWNER/DIRECTOR 

• Oversee three staff members in care of 10 children aged infant-11 in nationally accredited 
(NAFCC) child care program. Prepare and serve nutritional meals; teach good eating 
habits and personal hygiene. 

 
• Help children explore interests, develop talents and independence, build self-esteem, and 

learn how to behave with others in child-centered-directed environment. 
 

• Develop curriculum based on NAEYC standards for developmental appropriateness to 
stimulate children’s physical, emotional, intellectual, and social growth. Nurture, 
motivate, and teach children. 

 
Marlborough Hospital—Marlborough, Massachusetts 2005-Present 
CPR INSTRUCTOR/TRAINER, per diem 
Teach pediatric safety and CPR to expectant parents, early childhood professionals, grandparents, 
and others. 

 
PROFESSIONAL ORGANIZATIONS 

National Association for the Education of Mass. Alliance of Family 
Providers, 
Young Children (NAEYC) Treasurers, 1 term; President 

 
PROFESSIONAL CERTIFICATIONS 

Commonwealth of Massachusetts Teacher Certification, K-8 
 

EDUCATION/CONTINUING EDUCATION 
M.Ed., Early Childhood Curriculum and Instruction, 2005, Suffolk University—Boston, 
Massachusetts 
B.S., Special Education and Elementary Education, 1984, Lowell State College—Lowell, 
Massachusetts 
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Functional Résumé 
The functional résumé rearranges employment history into sections that highlight areas 
of skill and accomplishment. 

 
Employer Rating: 
Some employers dislike functional résumé if they find it difficult to match up skills with 
actual job titles, level of responsibility and dates of experience. You can, and SHOULD, 
avoid or minimize this objection by including the company name in the "bullet" 
describing each accomplishment. 
For example: 

 
Program Coordination 

 
• Coordinated the logistics of opening two HILLCREST Residential Treatment 

Centers, which included the hiring and training of staff, supervising the set-up of 
the physical plant, and developing programs. 

• Oversaw the computerization of the BEHRING CLINIC accounting unit from 
initial planning through successful implementation, with no disruption in service. 

 
If you want to take advantage of the benefits of a functional résumé, you MUST make it 
EASY for employers to visualize your overall chronological work history and link your 
accomplishment statements to it. NEVER omit at least a bare-bones chronological listing 
of your work experience, in your functional résumé. 

 
Works Best For: 
The functional résumé might be thought of as a "problem solving" format. The functional 
résumé gives you latitude to "make sense" of your work history and match up skills and 
accomplishments that might not be obvious to the employer in a traditional chronological 
format. If any of the descriptions below apply to you, you may want to investigate the 
functional format: 

 
• You have a "mixed bag" work history: no clear thread uniting positions held. 
• You are a new graduate or entering the workforce. You must show how the skills 

you have used in the past (in volunteer or coursework) apply to the job you are 
seeking. 

• Your job titles, such as "Administrative Assistant" or "Marketing Coordinator," 
do not clearly reflect the level of skills you used. 

• You are making a career change--either changing industry (from Hospitals to 
Pharmaceuticals) or changing occupation (from Manufacturing Technician to 
Sales Representative.) 

 
The functional résumé might be thought of as a "problem solving" format. The functional 
résumé gives you latitude to "make sense" of your work history and match up skills and 
accomplishments that might not be obvious to the employer in a traditional chronological 
format. 
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Functional Résumé Sample 
 

NAME 
Street – City, State Zip – Phone – Email 

 
JOB OBJECTIVE 

 
Concisely state what job you would like next. 

 
HIGHLIGHTS OF QUALIFICATIONS 

 
• Write three or four bullet statements that summarize why you would be good at your job objective. 

Each statement should be no longer than two lines. 
• Your statements should highlight your relevant strengths such as experience, skills, community 

service, and personality traits. 
• Prioritize the statements in this section so the most relevant one comes first. 

 
PROFESSIONAL ACCOMPLISHMENTS 

 
Key Skill 

• Write two or more bullet statements about employment or volunteer activities in which you used 
this skill. 

• Quantify results of your accomplishments when possible and appropriate; refer to how you 
positively affected the organization, the bottom line, your boss, co-workers, or customers. 

• Mention awards or commendations you received that required this skill. 
• If you used this skill to solve problems, briefly describe the problems and results. 

 
Key Skill 

• Write two or more bullet statements, following the tips mentioned under the first Key Skills 
section. 

• Prioritize the statements under each Key Skill section so the most relevant one comes first. 
 

WORK HISTORY 
20xx-present ORGANIZATION, City, State 

Job Title 
 

19xx-xx ORGANIZATION, City, State 
Job Title 

 
19xx-xx ORGANIZATION, City, State 

Job Title 
 

EDUCATION 
Degree, Major (if relevant), 20xx 
School, City, State 

 

COMMUNITY SERVICE 
Organization, Position held, 20xx-present 
Organization, Position held, 20xx-xx 
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Combination Résumé 
Who is the Combination Résumé format best suited for? 

• If you have done the same kind of basic work for a number of employers, you will 
not be repeating the same job responsibilities. You can list each duty/skill set 
once. 

• If you are changing careers, you are able to focus the reader's attention on your 
skills and achievements rather than on your previous job titles. 

• If you have a variety of work experience in unrelated fields, this format allows 
you to emphasize your abilities rather than your employers. 

• If you are a recent college graduate, you can downplay your lack of previous 
employment by targeting other features, such as honors, awards, and volunteer 
work, as well as listing the related experience you DO have first. 

 
The Combination Résumé Format may be the one or you 

 
When using any résumé format (combination or otherwise), remember to target the 
information toward the specific job and company. Today's competitive marketplace 
demands this kind of attention to résumés. Remember, other job candidates will be 
doing their very best to get the same job you are after. If you don't present yourself 
in the best possible light, you may have no chance at all of getting the job you desire. 

 
You have to be very astute in deciding what you want to include and where you want to 
place it so that the person reading it is immediately drawn in – to the point of wanting 
them to call YOU for an interview. 
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Electronic Résumé 
Electronic résumés are being used more frequently as many midsized and large 
companies begin using computers to scan résumés. Job hunters need to know that 
computers read résumés differently than people do. Here are a few tips: 

 
1. Put your name as the first readable item on the page. 
2. Substitute a “keyword Summary” for your career objective. 
3. Use nouns. 
4. Use Helvetica type (or other non-serif font) and 10 – 14 point type. 
5. Use white (preferred) or light-colored paper, printed on one side. 
6. Avoid italics, underlining, shading and graphics, and horizontal and vertical 

lines; also avoid staples and folds. 
7. Choose keyword nouns that the computer/scanner will identify as relevant to 

the job opening. For example, the key words for accountant might include “BS 
accounting, accounts payable, and accounts receivable.” The more key words, the 
better your chances of catching the employer’s attention. 

8. Avoid columns and tables, although a simple two-column listing can be read 
without difficulty. Spell out symbols such as % and &. 

9. Consider using horizontal dividers to break the Résumé into sections. You can 
use a row of any typewriter symbols (* - ( ) = + ^ #). 
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Sample Electronic Resume 

Start with your typed, hard copy version of your resume, and then reformat it using the practices outlined 
previously. Notice that the following sample resume has eliminated bolding, centering, and bullets (except for a 
dash). Also all text is left aligned; the name is first; the font is Times New Roman; and uppercase letters are used 
to highlight specific text. 

 

 NAME 

City, State Zip Code 
Phone 

OBJECTIVE 
A statement referring to position seeking and/or functional area of interest. 

EDUCATION 
Bachelor of Science, May 200_ 
State University of New York at Fredonia 
Major: Business Administration 
Specialization: Finance 

EXPERIENCE 
- Include paid employment (full-time, part-time, summer, etc.) 
- List internships, research, class projects, performances, or student teaching. 

Format Tip: For each experience, include a position title, dates, the name of the organization and its city and 
state. Use descriptive phrases to describe your responsibilities and duties. 

VOLUNTEER/COMMUNITY SERVICE/ACTIVITIES 
- Add other relevant sections including volunteer or community service, college or community activities, and any 
sports or recreational programs you have participated in. 

SKILLS 
- General skills - i.e., communication, leadership, foreign languages, etc. 
- Technical skills - i.e., computer, lab, etc. 

ADDITIONAL KEYWORDS 
Include keywords that were not previously listed in your resume in case your electronic resume is scanned by a 
potential employer. Using a noun format to list keywords may increase the likelihood that an employer will 
select your resume for review. 
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Reformatting Resumes for Copy/Paste 

When sending your resume electronically, you have two choices: to copy and paste your resume in an e-mail or to 
send the resume as an attached file (attached files may not be preferred by employers because you can 
inadvertently send a virus). We recommend that you copy/paste instead so that the receiver does not have to 
perform extra steps to save and print the document. 

Sending resumes electronically has the following advantages and disadvantages that you should evaluate. 

Advantages 

• Speed and efficiency 
• Convenience for you and the employer 
• No mailing costs 
• No envelopes to stuff 

Disadvantages 

• Your resume may have a plain appearance 
• You may need to send a hard copy if you become a top candidate 
• Quality of print will be determined by the receiver 

 

  

Resume Design Tips 

Do not... 

• Bold, underline, or italicize 
• Use graphics or shading 
• Use any font except for Times New Roman (If you must use a different font, make sure it is Sans Serif) 
• Use bullets except for a dash (-) or an asterisk (*) 
• Insert symbols 
• Tab or indent 
• Center text 
• Use columns 
• Change font size from anything but 12 point 
• Use borders or frames 
• Use parentheses 

Do... 

• Copy/paste resume to your e-mail document 
• Identify that your resume has been designed specifically for scanning 
• Use 12 point Times New Roman font 
• Use dashes (-) as bullets 
• Align all text to the left 
• Use spaces to separate and highlight words 
• Put your name and all headings in UPPER CASE 
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• Test resume before sending it to employers by mailing it to yourself 
• Mail additional hard copies to your top employers 
• Include important key words in the body of your resume in case your resume is scanned 
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Electronic Resume 

Nursing Sample John A. 

Nurse 

Your City, NY 10002 
(617)555-1212 

 
Registered Nursing Position 

Education and Licensing 

University of Pennsylvania, Bachelors of Science in Nursing, GPA 3.5/4.0 
Advanced Practice Registered Nurse, Board Certified 

 
Clinical Experience / Knowledge 

 
- Pediatrics: New York State Hospital 
- Psychiatric: My Home Center 
- Surgical: Union County Hospital 
- Maternity: Union County Hospital 
- Geriatric: Muhlenberg Hospital 

Career Achievements 

- Elected as Nurse of the Year at Muhlenberg Hospital for innovative work done in 
the redesign of their Geriatric ward. 
- Launched the Surgical Care program while at Union County Hospital, which was a 

program that provided a higher level of post surgical care for patients. 
 

Clinical Nursing Experience 
 

Union County Hospital, Your City, NY 9/2010 to present 
 

Rehabilitation Nurse. Assisted with the post surgical care of amputees and those 
patients with knee and hip replacements. Frequently participated in inter- 
departmental teams addressing the need to make patient care more consistent by 
leveraging best practices. 

 
Muhlenberg Hospital, My City, NY 10/2007 to 9/2010 

 
Adult Health Care Nurse. Provided the direct supervision of Muhlenberg Hospital's 
adult health care staff and volunteer nurses. Responsible for the development and 
staffing of schedules to ensure proper coverage. Provided direct nursing care to 
patients as well as the administration of medications. 

 
Copyright © 2007 - 2015 Money-zine.com 
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Endorsements & 
Testimonials 

Definition: Where one 
or more of your 
references highlight 
your skills, character, 
and work ethic 

Example: “… work 
ethic is outstanding…. a 
pleasant 
person…willing and 
rapid learner…” TJ, 
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CURRICULUM VITAE (CV) 
 

VS. RESUME
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Curriculum Vitae (CV) vs. a Resume 

 

What Is the Difference Between a Resume and a CV? 
 

The primary differences between a resume and a curriculum vitae (CV) are length, what is included, 
and what each is used for. While both are used in job applications, a resume and a CV are not always 
interchangeable. 

 
What Is a Curriculum Vitae? 

 
Like a resume, a curriculum vitae (CV) provides a summary of one’s experience and skills. Typically, 
CVs are longer than resumes – at least two or three pages. 

 
CVs include information on one’s academic background, including teaching experience, degrees, 
research, awards, publications, presentations, and other achievements. CVs are thus much longer than 
resumes, and include more information, particularly related to academic background. 

 
A curriculum vitae summary is a one-to-two-page, condensed version of a full curriculum vitae. A 
CV summary is a way to quickly and concisely convey one’s skills and qualifications. Sometimes large 
organizations will ask for a one-page CV summary when they expect a large pool of applicants. 

 
 

https://www.thebalance.com/how-to-write-a-resume-2063336
https://www.thebalance.com/cv-samples-and-writing-tips-2060349
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ACTION VERBS FOR RÉSUMÉ WRITING 
 

Accounting, Finance 
Absorbed Calculated Divested Increased Reimbursed 
Accrued Captured Doubled Invested Renegotiated 
Accumulated Closed Earned Liquidated Reported 
Adjusted Collected Economized Locked Represent 
Allocated Compared Eliminated Made Researched 
Allotted Computed Estimated Managed Sold 
Analyzed Controlled Exceeded Minimized Sourced 
Audited Corrected Executed Originated Spent 
Averted Counteracted Factored Planned Stretched 
Balanced Cut Financed Prepared Trimmed 
Boosted Decreased Forecast Projected Underwrote 
Bought Defrayed Formulated Purchased  
Bridled Disbursed Funded Reconciled  
Brought Disposed Gained Recovered  
Budgeted Distributed Generated Reduced  

Administration & Operations 
Abbreviated Circumvented Fashioned Obtained Requested 
Abolished Classified Filed Omitted Retooled 
Accepted Cleaned Followed Operated Revamped 
Accomplished Cleared Formed Ordered Reviewed 
Acted Commenced Forwarded Organized Revised 
Adapted Complied Fulfilled Outlined Rotated 
Adhered Confirmed Gathered Oversaw Scanned 
Adjusted Consolidated Grouped Packaged Scheduled 
Administered Continued Handled Packed Screened 
Admitted Coordinated Held Pared Sequenced 
Advised Corrected Hurried Perceived Set 
Aided Counseled Implemented Placed Shipped 
Alerted Delegated Imported Prepared Shortened 
Altered Designated Incorporated Printed Sourced 
Amended Detailed Integrated Prioritized Specified 
Appointed Dispatched Interpreted Procured Studied 
Approved Disseminated Invented Produced Submitted 
Arranged Divided Inventoried Proposed Supplied 
Arrived Documented Learned Provided Supported 
Authorized Enforced Maintained Received Surveyed 
Bid Enhanced Marked Recommended Tended 
Calmed Enlisted Measured Recorded Totaled 
Carried Enrolled Modified Registered Tracked 
Caused Entered Molded Released Typed 
Chaired Examined Monitored Relieved Used 
Changed Extended Moved Remained Validated 
Checked Fabricated Multiplied Remodeled Verified 
Chose Facilitated Notified Reorganized  
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ACTION VERBS FOR RÉSUMÉ WRITING 
 

  Communications   
Acknowledged Called Drafted Interpreted Recognized 
Acquainted Chronicled Edited Introduced Replied 
Addressed Circulated Elaborated Kept Represented 
Advertised Clarified Elicited Mediated Resumed 
Aimed Communicated Engaged Moderated Routed 
Answered Composed Explained Negotiated Settled Spoke 
Appealed Conveyed Expressed Persuaded Spruced 
Arbitrated Corresponded Fielded Praised Strengthened 
Aroused Critiqued Focused Presented Suggested 
Asked Defined Garnered Produced Thanked 
Assessed Delineated Greeted Profiled Translated 
Associated Demonstrated Heightened Proofread Voiced 
Avoided Described Hosted Publicized Wrote 
Blended Diffused Indicated Published  
Briefed Discussed Influenced Queried  
Broadened Disseminated Informed Reached  

General Professional 
Accomplished Challenged Finished Overhauled Stimulated 
Achieved Cited Functioned Participated Streamlined 
Advanced Collaborated Furthered Partnered Strengthened 
Ascended Committed Graduated Performed Succeeded 
Attained Communicated Improved Processed Tackled 
Augmented Completed Increased Progressed Thrived 
Awarded Conserved Initiated Promoted Upgraded 
Balanced Contributed Led Proposed Volunteered 
Began Cooperated Mastered Read Won 
Benefited Created Named Selected Worked 
Branded Elected Nominated Sent  
Brought Exceeded Offered Sharpened  
Caught Facilitated Optimized Solved  

Human Services, Health Care 
Advocated Dedicated Enriched Intervened Prescribed 
Cared Devoted Fostered Kindled Reconciled 
Comforted Eased Healed Lifted Referred 
Consoled Embraced Helped Nursed Rehabilitated 
Counseled Encouraged Interceded Nurtured Touched 

Teaching, Staff Development 
Adapted Coached Empowered Mentored Informed 
Addressed Collaborated Enabled Quizzed Inserviced 
Affirmed Communicated Equipped Reinforced Instructed 
Cautioned Conducted Grouped Reiterated  
Celebrated Demonstrated Guided Taught  
Charted Designed Implemented Trained  
Clarified Educated Lectured Influenced  
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ACTION VERBS FOR RÉSUMÉ WRITING 
 
 

  Management   
Abandoned Constructed Initiated Paced Revitalized 
Abated Consulted Inspired Pepped Rewarded 
Accelerated Contracted Instilled Piloted Seized 
Allayed Converted Instituted Planned Shaped 
Alleviated Dealt Invited Pointed Sponsored 
Amassed Delivered Issued Presided Steered 
Anticipated Designed Joined Profited Stimulated 
Appraised Determined Knitted Pruned Supervised 
Approached Developed Led Pushed Tagged 
Appropriated Devised Lessened Raised Tied 
Assembled Directed Listened Rallied Took 
Blocked Directed Looked Profited Transformed 
Bundled Empowered Managed Pruned Turned 
Charged Ended Mandated Pushed Undertook 
Charted Established Maneuvered Raised Unified 
Commanded Evaluated Merged Rallied United 
Commended Exchanged Merited Recruited Upheld 
Commissioned Expanded Mobilized Rectified Valued 
Complemented Experienced Modeled Redirected Viewed 
Conceived Experimented Motivated Reengineered Weathered 
Conducted Found Framed Mounted Replaced Withstood 
Conferred Headed Narrowed Retained Wove 
Considered included Navigated Returned Yoked 
Consolidated Influenced Overcame Reversed  

Sales, Sales Support, Customer Service 
Accentuated Cemented Gained Marketed Set 
Achieved Closed Gave Mended Snagged 
Acquired Consummated Generated Monopolized Sold 
Added Convinced Grew Negotiated Solicited 
Adopted Cultivated Hoisted Nurtured Spurred 
Advised Displayed Ignited Opened Swayed 
Annihilated Doubled Incited Outdistanced Swept 
Appeased Drove Infused Penetrated Tapped 
Aspired Enlarged Interested Pursued Topped 
Bettered Enticed Involved Quadrupled Traveled 
Blotted Established Jacked up Ranked Tripled 
Boasted Exercised Launched Rebuilt Urged 
Broke Familiarized Leveraged Related Vaulted 
Built Forged Linked Renewed Won 
Catered Fought Made Secured  
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JOHN DOE 
              Baltimore, MD 21216, doej@sandhills.edu, 910-695-3735 
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Jane Doe 
P.O. Box 415223 
Carthage, NC 28327 
Cell (910) 555-1212 

 
September 26, 2008 

 
Pinehurst Surgical Clinic 
5 First Village Drive 
Pinehurst, NC 28374 

 
Dear Sir: 

 
It is with great enthusiasm that I am seeking employment at Pinehurst Surgical Clinic. 
Your facility has a great reputation for quality care. I am especially interested in job 
opportunities for Practical Nurses and would look forward to acquire work experience in 
a highly recommended institution. 

 
Communication, compassion, service, verbal, instructional skills and a strong work ethic 
are all qualities that I would be able to bring to Pinehurst Surgical Clinic. At this time I 
have completed the Licensed Practical Nurse course at Sandhills Community College and 
have passed the NCLEX-PN exam. 

 
As you will note on my résumé, I worked in a variety of medical jobs which introduced 
me to clients of all ages and socio-economic backgrounds. 

 
I look forward to meeting with you to further discuss my qualifications and opportunities 
associated with working for Pinehurst Surgical Clinic. I am sure you will find my 
character and work ethic make me a strong candidate for this position. 

 
My schedule is flexible and I can be reached at 910-555-1212 or 910-555-2852. Thank 
you. 

 
Sincerely, 

Jane Doe 
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PROSPECTING LETTER
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What to include in your resignation letter 
 

 

 

 

We’ve seen a lot of resignation letters! Trust us when we say – keep it simple and 
straightforward. You never know whether you might have to turn back to this same employer in 
the future. There are certain things that are standard which need to be there along with any 
additional information that you want to communicate. A resignation letter must include: 

If you keep in mind these basics things, you’ll end up writing a good resignation letter. 
 

→ Formal statement of resignation 
→ Your last working day 
→ A thank you to your employer for the opportunities you have had during your 

employment 
→ Your willingness to provide assistance in transition 
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RESIGNATION LETTER 
Your Contact Information: 
Name 
Address 
City, State, Zip Code 
Phone Number & Email Address 
Date: 

 
Employer Contact Information: 
Name of Manager 
Title of Manager 
Name of Organization 
Address 
City, State, Zip Code 

 
Salutation: 
Dear Mr./Ms. Last Name, 

 
First Paragraph: 
Start off by mentioning that you are now resigning from your current role and also indicate the 
date when your resignation is effective along with the last day at work. 

 
Middle Paragraph: 
Show your gratitude towards your employer, managers and colleagues. Do not forget to thank the 
employer for your personal and professional development and the opportunities you had received 
during your employment with the company. 

 
Final Paragraph: 
Offer best wishes to the company and to your manager/colleagues and conclude by offering to 
assist with the transition. 

 
Sincerely, 
Signature: 
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Humanities Sample: Poor Resume 
HELEN SHORTCAKE 
3359 Pudding Lane 
SB 3094 
Ft. Lauderdale, FL 22552 
daydreamer@hotmail.com 

 

OBJECTIVE 
    Seeking a challenging part-time position where I can utilize my skills and experience. 

 
EDUCATION 

 
Honours Bachelor of Arts Sept. 2007-present 
University of Toronto Mississauga (UTM) 

o Currently in third year (expand on education, relevant courses) 
 

Ontario Secondary School Diploma Sept. 2003-June 
2007 
Middleton Secondary School 

(not necessary to include high school) 

WORK EXPERIENCE 

Reserch Assistant (watch typos) May 2009-April 2010 
Sociology Department, University of Toronto Mississauga 

 Conducted research and wrote bibliographies 
Part-Time Associate June 2007- 
Present 
Urban Planet (list experiences in chronological order) 

 Assisted customers 
 Provided excellent customer service (add more detail to show skills/use action verbs) 

 
VOLUNTEER EXPERIENCE 
Volunteer Writer Sept. 2008-Present 
The Medium (UTM Campus newspaper) 

    Attend events and write articles for the Arts & Entertainment section 
     Demonstrate teamwork skills 

Office Assistant, 2007-2008 
John Smith, Local MP Office 

    Read local newspapers 
    Assist with duties around the office 

 
REFERENCES 

 Upon request 
 

NOTE: Helen does very little to tailor her resume to the position. Her descriptions are too general since 
she does not provide enough detail. References section is not needed. This space could be used to 
elaborate on her skills. 

mailto:daydreamer@hotmail.com
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Interview Questions and Practical Ways to Answer 

Questions start the minute the interview does, and to show that you are an exceptional 
candidate, you need to be prepared to answer not only the typical questions, but also the 
unexpected. You can expect questions regarding your qualifications, your academic 
preparation, career interests, experience, and ones that assess your personality. 

 

1. Tell me about yourself 
The most often asked question in interviews. You need to have a short statement 
prepared in your mind. Be careful that it does not sound rehearsed. Limit it to 
work-related items unless instructed otherwise. Talk about things you have done 
and jobs you have held that relate to the position you are interviewing for. Start 
with the item farthest back and work up to the present. 

 
2. Tell me about two suggestions you have made to your supervisor in the past 

year. How did you come up with the ideas? What happened? How do you feel 
about the way things went? 
This is a creative thinking question. 

 
3. What do you know about this organization? 

This question is one reason to do some research on the organization before the 
interview. Find out where they have been and where they are going. What are the 
current issues and who are the major players? 

 
4. What have you done to improve your knowledge in the last year? 

Try to include improvement activities that relate to the job. A wide variety of 
activities can be mentioned as positive self-improvement. Have some good ones 
handy to mention. 

 
5. Describe a creative endeavor you can take ownership for that impacted on the 

efficiency or effectiveness of your organization? 
This is a creative thinking question. 

 
6. What can you do for us? 

This means “If we were to hire you, will you help me with the challenges I face? What are 
skills, and how much do you know about the subject or field that our organization is in?” 

 
7. Why should we hire you? 

Point out how your assets meet what the organization needs. Do not mention any 
other candidates to make a comparison. 
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Interview Questions and Practical Ways to Answer 
8. What is your greatest strength? 

Numerous answers are good, just stay positive. A few good examples: Your 
ability to prioritize, Your problem-solving skills, Your ability to work under 
pressure, Your ability to focus on projects, Your professional expertise, Your 
leadership skills, Your positive attitude . 

 
9. Describe a situation where you were responsible for getting others to make a 

change. What role did you play and what actions did you take? What was the 
outcome? If you had to do it again, would you do anything differently? 
(Flexibility/adaptability) 

 
10. Describe a time when you’ve had to work with strong-willed peers. What did 

you do? How did you handle them so you could influence their decisions?” 
(Interpersonal effectiveness) 

 
11. Tell me about your ability to work under pressure. 

You may say that you thrive under certain types of pressure. Give an example that 
relates to the type of position applied for. 

 
12. What motivates you to do your best on the job? 

This is a personal trait that only you can say, but good examples are: Challenge, 
( Achievement, and Recognition) 

 
13. Tell me about a time when you had to use your presentation skills to influence 

someone’s opinion. How did you prepare for the presentation? What points 
did you emphasize? How was the information received?” 
(Interpersonal effectiveness) 

 
14. Tell me about a time when you helped resolve a dispute between others.  

Pick a specific incident. Concentrate on your problem solving technique and not 
the dispute you settled. 

 
15. Explain how you accomplished an important personal goal. 

 
16. Name three things you have done in the past two years to grow in your job. 

(Personal mastery) 
 

17. Do you have any questions for me? 
Always have some questions prepared. Questions prepared where you will be an 
asset to the organization are good. How soon will I be able to be productive? 
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Questions to Ask Your Interviewer 
1. What do you do in a typical work day? In a typical week? 

Ask this question in your interview with a hiring manager. It shows you’re enthusiastic 
about the company and want to know about life on the job. 

 
2. How will the work I’ll be doing contribute to the organization’s mission? 

You get a better sense of the organization you’re interviewing with and the extent to 
which you’d even want to work there. 

 
3. If I’m hired, in which area of your organization might I work? 

If you’ve learned about the company’s various divisions on its website, be sure to 
incorporate that knowledge into the question. It shows you’ve done your research and 
are interested in the company. 

 
4. What is the natural career progression for employees with my skill set? 

This question shows you’re thinking about the future and hope to stay with the company. 
 

5. Does this organization have a mentor or coaching program? 
This question illustrates your desire to be the best employee you can. 

 
6. What kind of internal and external training do you provide? 

This is another question that shows you want to do the best job possible. 
 

7. Who would make the ideal candidate for this position? 
This is an opportunity for the candidate to hear what the employer is seeking and a 
chance to elaborate on those examples. 

 
8. Is diversity a part of your strategic framework? 

Don’t just ask if the company supports diversity in general. Make sure that it’s part of 
the overall plan. 

 
9. How would you describe your company’s culture and morale? 

This question provides both you and the recruiter with another opportunity to determine 
if you and the company are suited for each other. 

 
10. What are the key challenges and/or problems facing the person in this position? 

Don’t make this your only question. Pose it amid questions about the company and don’t 
ask it at all if the information is available elsewhere. 
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       REMEMBER 
     TO FOLLOW-UP 
 
 
  
  
 

 
Whether it is by mail, phone call or email, it is 

always good to follow-up with an employer within 
two weeks time of first meeting. 
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Follow-up to personal contact sample letter 
 
 

909 Prices Fork Road 
Blacksburg, VA 24060 
(540) 555-1111 
abcde@vt.edu 

 
December 1, 2004 

 
Ms. Marcia H. Meeks 
30 Locke Lane 
Richmond, VA 23219 

Dear Ms. Meeks: 

Thank you so much for your time and advice during my visit to your office last week. I 
very much appreciate your inviting me to visit since this was my first experience seeing 
the hands-on work which takes place in a childcare department. I learned a great deal, 
and hope to share what I learned with members of our student chapter. 

 
After January, I will be in contact with you again to explore the possibility of arranging a 
summer internship with your firm. As I mentioned to you when we met, I had an 
opportunity to work on an intense, four-day interdisciplinary project judged by faculty in 
which my team received top honors. I gained valuable teamwork, problem-solving and 
presentation skills and learned to work effectively with students studying to enter 
different professions. I believe my skills would make me an asset to an organization like 
yours which often must produce excellent work under tight time constraints. 

 
Thank you again for all your help, and I look forward to talking with you in the coming 
months. 

 
Sincerely, 

 
 

(Handwritten signature) 

Charlotte A. Leffen 

mailto:abcde@vt.edu
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Additional Tips and Information
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What will it display? 

It could be a link to your online resume/portfolio or your favorite search links about you / your  
accomplishments as one sees through Google search and read on to find out that the possibilities  
could be endless 

How to Start: 

Create an online portfolio or online resume. 
You may have your own domain name or just add it to the available website services for online  
CVs and resumes like www.visualcv.com. You can generate the QR code easily by following  
either of these steps: 

→ Go to http://goo.gl/, shorten your URL, click on the “details” link on right hand side  
and the next window displays your QR code. Save image and use where required. 

→ Go to a QR code generator website  kaywa.com 

Tip:  Below your QR code image write: Scan to see my online (insert type of media in QR code). 

 

A new trend is for job seekers to  
include a QR code on their resume 

 or business cards. Having a QR code 
on 

 your resume could help differentiate 
from the competition. Plus, if there is a 
particular online destination you want 

hiring managers to visit - like your 
online portfolio - it's a good way to 

encourage  
a visit. 

 

Using a QR code 
on your Resume 

 

http://www.visualcv.com/
http://goo.gl/
http://qrcode.kaywa.com/
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CAREER WEBSITES 

1. www.gettinghired.com (bias-free job 
opportunities) 

 

2. www.dice.com (tech jobs) 
 
 

3. www.mediabistro.com (writers/journalist) 
 
 

4. www.glassdoor.com (jobs/job reviews) 
 
 

5. www.linkedin.com (top networking link) 
 
 

6. https://careers.insightintodiversity.com/jobs/ 
 

7. www.nsa.gov/careers (government  jobs) 
 
 

8. www.jibberjobber.com (manage job listings) 
 
 

9. www.collegegrad.com (graduate/entry-level) 

10. www.flexjobs.com (remote jobs from home) 

http://www.gettinghired.com/
http://www.dice.com/
http://www.mediabistro.com/
http://www.glassdoor.com/
http://www.linkedin.com/
http://www.nsa.gov/careers
http://www.jibberjobber.com/
http://www.collegegrad.com/
http://www.flexjobs.com/
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                       MILITARY TO CIVILIAN 
 TRANSITION SITES 

 
1. Military Resources  ...................... www.military-transition.org/resources.html 
2. Career One Stop  ......................... www.careeronestop.org/Veterans/default.aspx 
3. Corporate Gray ............................... www.corporategray.com 
4. Hire Vets First ............................... www.dol.gov/vets 
5. Military.com  ............................... www.military.com/Careers/Home 
6. Military Exits ................................ www.militaryexits.com 
7. Military Hire.com .......................... www.militaryhire.com 
8. Military Résumés ............................ www.militaryresumes.org 
9. Next Move  ................................ www.mynextmove.org/vets/find/military 
10. USA JOBs ..................................... www.usajobs.gov/Veterans 
11. Military One Source  ......................... www.militaryonesource.com/mil/military-life-cycle/seperation 

transition/employment-education/programs-that-hire-veterans 
12. Separation & Transition ………………www.militaryonesource.com/mil/military-life-cycle/seperation-

transition 
 

 
 

http://www.corporategray.com/
http://www.dol.gov/vets
http://www.military.com/Careers/Home
http://www.militaryexits.com/
http://www.militaryhire.com/
http://www.militaryresumes.org/
http://www.usajobs.gov/Veterans
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2022-2023 DIVERSITY INTERNSHIPS 
1. National Diversity Internship Program: 

https://www.diversity.va.gov/programs/internship.aspx. 
Provides internships opportunities to diverse undergraduate and graduate who are 
enrolled full or part-time in a degree-seeking program, at an accredited institution. 

 
2. Hispanic National Internship Program: 

http://www.hacu.net/hacu/Corporate_HACU_Internship_Program.asp. 
For students seeking to work in the corporate sector. Students majoring in 

Accounting, Business, Agriculture, Hospitality, Marketing, HR, etc. 
 

3. NASCAR 
http://hometracks.nascar.com/nascar-diversity/nascar-diversity-internship-program. 
Work on hands on projects throughout the motor sport industry. 

 
4. Scholarships for LGBTQ students (www.fastweb.com) leading website for 

scholarships and financial aide. 
     https://www.outrightinternational.org/content/internships 

5. US Department of Energy provides technical training in the DOE laboratories 
or research facilities. 
https://science.energy.gov/wdts/cci/. 

 

6.  Disney College Paid Internship Program for any major. On the job work 
experience, meet people from all over the world, participate in college coursework. 
https://jobs.disneycareers.com/disney-college-program. 

 

7. Computer Science Internship program. Select programs from by location. Learn 
different operation and coding systems, etc. 
http://www.internships.com/computer-science. 

 

8.  Oprah Winfrey Internship Program. Positions in business and technical fields, 
10 week paid program. 
http://www.findinternships.com/2014/04/the-oprah-winfrey-network-own_16.html. 

 

9. Microsoft Internship, students work on cutting-edge technology in all job families. 
https://careers.microsoft.com/students/internships. 

 

10. Ameri-Corps, volunteer or internship organization to serve public agencies, 
community and faith based organizations. Great student benefits. 
https://www.nationalservice.gov/programs/americorps. 

https://www.diversity.va.gov/programs/internship.aspx
http://www.hacu.net/hacu/Corporate_HACU_Internship_Program.asp
http://hometracks.nascar.com/nascar-diversity/nascar-diversity-internship-program
http://www.fastweb.com/
https://www.outrightinternational.org/content/internships
https://science.energy.gov/wdts/cci/
https://jobs.disneycareers.com/disney-college-program
http://www.internships.com/computer-science
http://www.findinternships.com/2014/04/the-oprah-winfrey-network-own_16.html
https://careers.microsoft.com/students/internships
https://www.nationalservice.gov/programs/americorps
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Disability- Focused Organizations 

  

 
Career Opportunities and resources for students with disabilities 

A national association of colleges and employers focused on the  
career employment of college graduates with disabilities. 

http://www.cosdonline.org/  
 

National Organization on Disability 
A nonprofit organization that focuses on increasing employment 

opportunities for working-age Americans with disabilities  
who are unemployed. 
https://www.nod.org/  

 
LIME 

Lime connect represents the largest network of high-potential university students 
and professionals who have disabilities/a global non-profit organization (501c)(3) that is rebranding 

disability through achievement/connecting disable talent with corporations 
https://www.limeconnect.com/#who-we-are 

 
ADA National Network 

The ADA National Network provides information,  
guidance and training on how to implement the  

Americans With Disabilities Act (ADA)  
https://adata.org/ 

 

http://www.cosdonline.org/
https://www.limeconnect.com/#who-we-are
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