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Introduction to Resume Writing

Writing an effective resume is key to a successful job search.  A resume is often your first contact with a potential employer and can lead to an interview.  Employers typically spend 8-10 seconds reviewing a resume so it must be easy to read; highlight your accomplishments and relate to your job objective.  A good resume shows, at a glance, how you can benefit a company and why an employer should consider you for a position.  

Your Resume is a Marketing Tool

Think of your job search as a marketing campaign.  You are selling a product (your skills) to a consumer (an employer).  But you are in competition with many others who may have similar skills.  How do you position yourself so you stand out? What makes you unique?  Your resume is one way to sell yourself to an employer.  It is a focused marketing tool that effectively tells an employer why and how you can benefit the company and what makes you different from other candidates.

Research is Key

All good marketing campaigns begin with research.  Your job search is no exception. Before attempting to write a resume, answer these questions:  Who am I trying to reach? Which employers want my set of skills?  Know your audience!  
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Materials and Information You Need

You need the following information and materials to begin writing your resume:

a) Employment records: Employers’ names, locations (city and state), dates of employment, job titles, job descriptions

b) Education records: school name(s), location (city and state), degree(s) awarded courses taken if no degree awarded, scholarships and honors, any offices held

c) Other work or learning experiences such as: internships, volunteer work, apprenticeships, informal training: names, locations, dates
d) Awards, citations, certificates: names and dates
e) Professional organizations: memberships and any offices held

f) Job descriptions: Look at ads and/or verbiage related to career objective

g) Dictionary, thesaurus

How to Get Started

Begin to write your resume by making lists.  You will list all of the essential information about your education and work experience.  At this point, be creative, brainstorm, and list everything.  Write more than you need because you will revise and refine your resume later.
Basic Resume Information

Certain information is required in all resumes. Use the section below to start gathering the basic required information:
CONTACT INFORMATION

Employers need to be able to contact you reliably by telephone and e-mail.  
Name: _______________________________________________________________

Address: _____________________________________________________________

Phone Number:________________________________________________________

E-mail address: ________________________________________________________

EDUCATION/TRAINING

List the names and locations of schools you've attended beyond high school (you don’t need to list your high school), the dates you attended, degrees held, and major fields of study in reverse chronological order (most recent is first).  You can also include your GPA and any honors, awards, or scholarships you've received.  (Some fields, such as tax, even request to see your GPA). If you don't have a lot of work experience, you can list coursework and academic projects related to your job objective to really highlight your educational background. 

Institution: ___________________________________________________________

Location (city and state):________________________________________________

Degree or years completed: ______________________________________________

Major: ______________ Minor: ________________ G.P.A. ____________________

Relevant coursework and/or class projects:___________________________________ _____________________________________________________________________
________________________________________________________________________________________________________________________________________________

WORK EXPERIENCE

Starting with your most recent position, list all full-time, part-time, summer, and military positions including internships and volunteer work.  For each job, include dates of employment (month and year), name and location of employer (city and state), and position title.  Describe your major responsibilities, the skills you used, and your main accomplishments in terms of the results you produced.  Repeat for each employer or work experience.
Name of Employer: ____________________________________________________

Location (city and state):________________________________________________

Dates of employment: From __________ (month/year) to ___________ (month/year)

Type of Organization: __________________________________________________

Position(s) held: _______________________________________________________

Responsibilities:____________________________________________________________________________________________________________________________________ Achievements:_______________________________________________________________________________________________________________________________________________________________________________________________________________

Name of Employer: ____________________________________________________

Location (city and state):________________________________________________

Dates of employment: From __________ (month/year) to ___________ (month/year)

Type of Organization: __________________________________________________

Position(s) held: _______________________________________________________

Responsibilities:____________________________________________________________________________________________________________________________________ Achievements:_______________________________________________________________________________________________________________________________________________________________________________________________________________

Name of Employer: ____________________________________________________

Location (city and state):________________________________________________

Dates of employment: From __________ (month/year) to ___________ (month/year)

Type of Organization: __________________________________________________

Position(s) held: _______________________________________________________

Responsibilities:____________________________________________________________________________________________________________________________________

Achievement:_______________________________________________________________________________________________________________________________________________________________________________________________________________

SKILLS

List your skills including computer programs you have experience using (beyond the basic MS Office, Web searching, and networked email) and any languages that you know.

Foreign languages: _____________________________________________________

Computer skills and languages: ___________________________________________

Other skills: __________________________________________________________

AWARDS, ASSOCIATIONS, ACTIVITIES

List relevant information including the following: school activities, membership in student clubs, membership in professional associations, publications, and awards. List your activities and interests that demonstrate job-related skills (leadership, organization, teamwork) and personal accomplishments.

Awards:__________________________________________________________________Associations:______________________________________________________________Activities:________________________________________________________________
Focus Your Resume
The next step is to focus your resume so it aligns with the requirements of the job you are seeking. Start by developing a job objective or professional summary that explains your focus and establishes a theme for the rest of your resume. Add this to the beginning of your resume. 

JOB OBJECTIVE (optional)
State your specific area of interest and the level of the position you desire.  Always tailor your job objective to the position for which you are applying. If you have two different job objectives, you may want to create two different resumes.  Be cautious – a job objective that is too general doesn’t indicate your career focus and a job objective that is too specific may limit your options. 

Job Objective Examples

1. Marketing Coordinator position for a leading market research company.  
2. Financial Analyst for a large bank.  
3. Auditor for a large public accounting firm.
PROFESSIONAL SUMMARY (optional)
This section has a variety of names and may also be known as Summary of Qualifications or Professional Profile or Highlights of Qualifications. This section can be effective in giving a concise summary of your accomplishments and experience. It focuses the reader’s attention on your most relevant qualifications, immediately demonstrating your value to the employer. It is optional, however, and should only be used if it will give your resume more impact. This section may replace or follow your job objective.  It can be 4-5 bulleted statements or a brief paragraph consisting of 1-3 sentences.
Professional Summary Examples
PROFESSIONAL SUMMARY

Accounting professional with a Master’s degree in Accounting and five years experience in financial reporting, forecasting, analysis, budgeting and auditing. Highly successful in establishing, streamlining and automating accounting systems. Strength in recognizing, analyzing, and solving problems. 
PROFILE

· 12 years experience in computer field, directed PC training and support for 11 national computer stores.
· Expert trouble-shooter and problem solver; gifted and inspiring PC trainer.
· Committed to excellent customer service and customer satisfaction.
NARROW YOUR FOCUS
Next, condense the lists you've made under “Basic Resume Information”. To determine which items should stay on the resume and which should be deleted, answer the following questions:  Is the item relevant to my job objective?  Does it show how I can benefit the employer? Does it demonstrate my ability to get the job done? Get feedback from people in your own career field and from others who may not be familiar with your industry.  Does the resume make sense to them?

Choose a Resume Format
There are three basic resume formats: chronological, functional and combination.  Each has its own unique advantage. Examples of each are provided on the following pages.    
Chronological Resume

The chronological resume is most commonly used and widely accepted. It lists your experience in reverse chronological order (most recent job first) and focuses on job titles and company names. Accomplishment and skill statements are listed under each position.  Employers prefer this format. 

Use this format when:

· You are staying in the same field.

· Your job history shows growth and development: steady upward mobility.

· Your recent job titles or recent employers are impressive. 
· You have a stable work history with no gaps.

· You are applying to traditional/ conservative fields such as accounting or banking.

Functional Resume
The functional resume style emphasizes skill areas. It is organized according to your skills with accomplishments listed under skill or function headings.  A brief listing of your work history appears at the end of the resume.  This format allows you to highlight relevant work experience organized by skill set and not by company and dates worked.  This style can be particularly effective when there are gaps in employment or lack relevant work experience.

Use this format when:

· Your recent work experience is not related to your job objective.

· You want to emphasize skills that you used earlier in your career.

· You are re-entering the job market.

· Your work experience is very diverse.

· Your work history is complicated and includes stretches of unemployment (except when you were a full time student).
· You are changing careers and want to illustrate how skills acquired in one setting can be transferred to a new field.
Combination Resume

The combination style highlights skill areas but retains a chronological format.  This style emphasizes both skill area and specific experience. Arrange the work experience section by reverse chronology. Then develop a functional skill section within the job itself.

Use this format when:

· You want to highlight use of a particular skill set in your prior work experience.

· Your job history shows growth and development or your recent job titles or employers are impressive AND your recent work experience is not related to your job objective or you are changing careers.

 Basic Chronological Resume
YOUR NAME

Your street address

City, State and Zip

Email address, (415) XXX-XXXX 
OBJECTIVE    A position as ___________________, focusing on _______________.
EDUCATION

Institution, degree, date


Relevant Coursework (if entry level)

Academic Projects (if entry level)

RELEVANT EXPERIENCE


Company Name, City, State  



200x – present


Job Title

Brief overview of your essential role at this company, including specific service/products that you dealt with.
· An accomplishment from THIS job, illustrating a skill needed in new job

· Another accomplishment from this job, illustrating a skill needed in new job
· Another accomplishment from this job, illustrating a skill needed in new job
Company Name, City, State  



199x – xx


Job Title

Brief overview of your essential role at this company, including specific services/products that you dealt with.

· An accomplishment from THIS job, illustrating a skill needed in new job

· Another accomplishment from this job, illustrating a skill needed in new job
· Another accomplishment from this job, illustrating a skill needed in new job
Company Name, City, State  



199x – xx


Job Title

Brief overview of your essential role at this company, including specific services/products that you dealt with.

· An accomplishment from THIS job, illustrating a skill needed in new job

· Another accomplishment from this job, illustrating a skill needed in new job
· Another accomplishment from this job, illustrating a skill needed in new job
AWARDS/HONORS/ACTIVITIES

Scholarship name, date received 
Academic Honor Program, project or GPA honored, date received


Community Service activity, location, years or involvement
SKILLS

Foreign languages spoken, written


Specialized computer programs 
Basic Functional Resume 

YOUR NAME

Your street address

City, State and Zip

Email address, (415) XXX-XXXX 

OBJECTIVE    A position as ___________________, focusing on _______________.

EDUCATION
Institution, degree, date
Relevant Coursework (if entry level)

Academic Projects (if entry level)

RELEVANT EXPERIENCE & ACCOMPLISHMENTS

ONE RELEVANT SKILL (essential to the objective above)

· An accomplishment that illustrates this skill, including where it occurred
· Another accomplishment that illustrates this skill, including where it occurred

· Sub statement that elaborates one step in the process of the accomplishment

· Sub statement that elaborates one step in the process of the accomplishment

ANOTHER RELEVANT SKILL (essential to the objective above)

· An accomplishment that illustrates this skill, including where it occurred

· Another accomplishment that illustrates this skill, including where it occurred

· Sub statement that elaborates one step in the process of the accomplishment

· Sub statement that elaborates one step in the process of the accomplishment
A SPECIAL KNOWLEDGE AREA (essential to the objective above)

· An accomplishment that illustrates your special knowledge

· A list of training or courses you took  that demonstrates expertise in this area
EMPLOYMENT HISTORY
Job Title

Company Name, City, State


200x- present
Job Title

Company Name, City, State


199x-9x
Job Title

Company Name, City, State


199x-9x
Job Title

Company Name, City, State


199x-9x
AWARDS/HONORS/ACTIVITIES
Scholarship name, date received 
Academic Honor Program, project or GPA honored, date received

Community Service activity, location, years or involvement
Basic Combination Resume
YOUR NAME

Your street address

City, State and Zip

Email address, (415) XXX-XXXX 

OBJECTIVE    A position as ___________________, focusing on _______________.

EDUCATION

Institution, degree, date


Relevant Coursework (if entry level)

Academic Projects (if entry level)

RELEVANT EXPERIENCE


Company Name, City, State  



200x – present


Second Job Title 200x-present


First Job Title   200x-200x

Brief overview of your essential role at this company, including specific service/products that you dealt with.

ONE RELEVANT SKILL (essential to the objective above)

· An accomplishment that illustrates this skill that occurred at above employer

· Another accomplishment that illustrates this skill

ANOTHER  RELEVANT SKILL (essential to the objective above)

· An accomplishment that illustrates this skill
· Another accomplishment that illustrates this skill
ANOTHER  RELEVANT SKILL (essential to the objective above)

· An accomplishment that illustrates this skill

· Another accomplishment that illustrates this skill
Company Name, City, State  



199x – xx


Job Title

Brief overview of your essential role at this company, including specific services/products that you dealt with.

· An accomplishment from THIS job, illustrating a skill needed in new job

· Another accomplishment from this job, illustrating a skill needed in new job
· Another accomplishment from this job, illustrating a skill needed in new job
AWARDS/HONORS/ACTIVITIES

Scholarship name, date received 
Academic Honor Program, project or GPA honored, date received


Community Service activity, location, years or involvement
SKILLS

Foreign languages spoken, written


Specialized computer programs
WRITING AN EFFECTIVE RESUME


Accomplishment Statements
Effective resumes include accomplishment statements that illustrate your work related skills. Accomplishment statements are different from descriptions of duties and responsibilities. Instead of describing your job, accomplishment statements demonstrate how your contributions were unique. They highlight a specific achievement or accomplishment. They are most effective when they demonstrate a specific skill that is relevant to the position that you seek.
To write accomplishment statements follow these basic guidelines:
· Describe a specific and measurable accomplishment

· Quantify whenever possible

· Consider the “so what” factor

· Use accomplishments that are relevant to the job you seek

Another way to write accomplishment statements is to use the S.A.R formula.  Start by describing the situation (S), then your actions (A), and end with the results (R). Consider the following questions to get started:

· What are my professional accomplishments? 
· What am I most proud of? 
· How did I initially become involved? 
· What did I do? 
· How did I do it? 
· What was especially satisfying about doing it? 
· What were the major results or outcomes?    

Example A

Situation: Financial services needed to be provided to clients at your company
Action: You provided financial services accurately, timely, inspiring trust and confidence

Result: Excellent client relationships
· Maintained excellent client relationships, securing trust and confidence by providing complete, accurate, and timely financial services
Example B

Situation: Service calls needed to be answered

Action: You answered all service calls and identified problems

Result: 9 out of 10 times the issue was resolved in first call

· Successfully identified service problems in initial service call 90% of the time

[image: image2.jpg]GOLDEN GATE UNIVERSITY






Use this worksheet to help you develop

Accomplishment Statements

Resumes need to be accomplishment-driven. They should NOT necessarily focus on duties and responsibilities, but should focus on your prospective employer’s business needs. Use the S.A.R or P.E.P. formula to help you create strong resume statements about your accomplishments. 

Consider the following questions:

What are my professional accomplishments? What am I most proud of? How did I initially become involved? What did I do? How did I do it? What was especially satisfying about doing it? What were the major results or outcomes?    




Action Verbs

When writing accomplishment statements, use strong, concrete action verbs. Avoid weak verbs like: to be, to do, and worked with; instead try: collaborated with. Never mix noun and verb phrases, such as had complete ownership.  Instead, use supervised.  The list below suggests effective action verbs to use in your resume: 
People 

	Accomplished
	Chaired
	Enabled
	Led
	Referred

	Achieved
	Coached
	Encouraged
	Managed
	Rehabilitated

	Activated
	Collaborated
	Explained
	Mediated
	Screened

	Adapted
	Conducted
	Governed
	Motivated
	Stimulated

	Addressed
	Consulted
	Guided
	Negotiated
	Supervised

	Administered
	Coordinated
	Hired
	Organized
	Surveyed

	Advised
	Counseled
	Identified
	Persuaded
	Taught

	Affected
	Delegated
	Influenced
	Presided
	Trained

	Analyzed
	Diagnosed
	Inspired
	Promoted
	

	Arranged
	Directed
	Interviewed
	Recommended
	

	Assisted
	Educated
	Introduced
	Recruited
	


Ideas & Information 

	Adapted
	Created
	Implemented
	Negotiated
	Researched

	Advertised
	Defined
	Initiated
	Obtained
	Solved

	Analyzed
	Demonstrated
	Innovated
	Presented
	Standardized

	Applied
	Devised
	Instituted
	Processed
	Surveyed

	Assessed
	Edited
	Integrated
	Promoted
	Synthesized

	Authored
	Established
	Interpreted
	Proposed
	Translated

	Balanced
	Evaluated
	Launched
	Publicized
	Transmitted

	Budgeted
	Exchanged
	Maintained
	Published
	Wrote

	Communicated
	Explained
	Marketed
	Recorded
	

	Conceived
	Forecasted
	Modified
	Rectified
	

	Coordinated
	Illustrated
	Monitored
	Related
	


Things & Procedures

	Built
	Diversified
	Expedited
	Increased
	Reduced

	Calculated
	Drafted
	Fabricated
	Indexed
	Repaired

	Complied
	Eliminated
	Facilitated
	Innovated
	Revised

	Completed
	Engineered
	Formulated
	Installed
	Scheduled

	Constructed
	Established
	Generated
	Invented
	Specified

	Created
	Evaluated
	Handled
	Operated
	Streamlined

	Decreased
	Examined
	Identified
	Programmed
	Systematized

	Designed
	Expanded
	Improved
	Purchased
	Upgraded

	Formulated
	
	
	
	


Refine the Resume 

Refine your resume by making these final adjustments: 
Final Revisions

· Refine and streamline the accomplishment statements by eliminating articles – a, an, the
· Use short words and phrases, not complete sentences

· Be selective: leave off work activities that are not relevant or you want to avoid
· Spell out any acronyms that may be questionable and explain any terms that the reader may not understand
· Check for spelling and grammar errors - have someone else proofread the resume with fresh eyes

· Important headings should be highlighted (bolded), so they are easily seen at a glance 

· Use a consistent layout (i.e., if you bold face one job title, bold face them all)

· Use bullets for emphasis

· Use traditional fonts such as Times New Roman or Arial

Resume Don’ts

· Don't include photos of yourself

· Don't include address of prior employers except city and state

· Don't include references. Type the names, addresses, and phone numbers of your references on a separate sheet of paper; do not include this list with your resume!

· Don't list hobbies unless they're directly related to your objective

· Don't mention salary!

Other Tips
· Layout should be neat, easy to read and uncluttered

· Use a standard typeface and laser printer to print

· Create different resumes for different types of jobs

· Limit your resume to one page unless you have extensive work experience that is relevant to your job objective
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Resume Example                                                    Entry Level  -  Accounting

Maria Kwang
1234 Main Street

San Francisco, CA 94105

mkwang@hotmail.com, (415) 652-9999
OBJECTIVE    A position as a Junior Accountant.

SUMMARY OF QUALIFICATIONS

· On-going studies toward degree in Business/Accounting; courses completed: Financial Accounting, Managerial Account, Small Business Management

· Competent and experienced in using QuickBooks for Windows, and handling accounts payable and accounts receivable.
· Experience in handling computerized payroll, balancing daily transactions, and bank reconciliation.

WORK EXPERIENCE


Claremont Auto, Albany & Berkeley, CA



1999 – present


Office Manager/Bookkeeper

· Produce monthly financial statements and reconciled bank statements with General Ledger.

· Resolve customer complains and personnel problems.

· Balance daily transactions and verify that job costs are properly charged.

· Deposit daily receipts; process accounts payable and accounts receivable. 
Investor’s Guides, Inc., Walnut Creek, CA


1997– 1999


Accounting Assistant 

· Authorized payments to vendors.

· Organized and supervised large-scale project mailings. Identified the most profit-generating mailing lists to use for each project.
· Tracked daily projects sales to determine profit and loss.
· Analyzed sales date and wrote reports; developed future projects based on the results. 

Metropolitan Bank, Albany, CA




1995– 1997

Customer Service Representative
· Assisted bank customers with transactions.
· Logged transactions into computer and balanced daily debits/credits.
EDUCATION

Golden Gate University, B.S. Accounting, in progress

San Francisco, CA
Resume Example                                                   Entry Level -  Accounting
Veronica Tundy

800 Main Street







415-444-4444

San Francisco, CA 94000





vtundy@anywhere.com



OBJECTIVE
Accountant position in a CPA firm.

EDUCATION

Golden Gate University, San Francisco, CA

BS, Accounting (degree expected May 200x)

GPA:  3.6 (Major): 3.7 (Overall)

RELEVANT COURSES

Financial/Managerial Accounting, Industrial Organizations, Managerial Economics, Managerial Finance, Management Information Systems

Academic Projects

· Prepared mock financial statements for retail companies in pharmaceutical industries.

EXPERIENCE

Omega Performance Inc., San Francisco, CA




9/04 - present

Accounting Assistant

· Prepared and processed computerized accounts payable. 

· Prepared monthly closing entries and monthly statements.  Reconciled financial records and statements with General Ledger.

· Research and calculated semi-annual royalty payments.

· Maintained manual checking accounts.

The GAP, San Francisco, CA






1/02 - 12/04

Salesperson, Lead position

· Presented and sold merchandise to customers.

· Assisted in managing staff of five.  Trained employees on store processes including sales techniques, opening and closing procedures, and cash register accountability.

· Handled cash and credit transactions.

Zales Jewelers, Concord, CA






1/00 - 12/01

Salesperson

· Assisted with daily accounting and inventory control.

· Served customers and sold merchandise.

COMPUTER SKILLS

MS Office (Excel, Access, Word, PowerPoint), QuickBooks
LANGUAGE SKILLS

Fluent in Spanish (written and spoken)

ACTIVITIES

President, Chi Pi Alpha, Golden Gate University, 2005

· Increased membership by 50% by actively marketing club to accounting students.

Led planning and implementation of 3 successful employer forums.Resume Example                                                      Entry Level  -  Marketing 
Joanne Simpson

1609 Walnut Street

San Francisco, CA 94123

(415) 555-1234, JSimpson@yahoo.com
Objective: 
Entry level position in a market research firm leading to account 


management 
EDUCATION

Golden Gate University, San Francisco, CA
MS, Marketing, in progress

Relevant Coursework
Consumer Behavior, Integrated Marketing Communications, Sales Promotion & Sponsorships, Brand & Product Management
PROFESSIONAL EXPERIENCE


Marketing Intern





              Jan 2005 - present
Bay City Unique Creations, San Mateo, CA



· Assemble customized marketing packets used in presentations to potential clients.

· Contract with jewelry designer as sales representative to improve sales at department stores and boutiques.

· Design and set up artistic displays of merchandise at annual arts and crafts fairs.
Administrative Assistant, Marketing Department

City Savings Bank, San Francisco, CA


           Nov 2003 - Dec 2004
· Oriented bank clients on services, management agreements, and account procedures.

· Calculated and formatted data on firm’s investment performance for marketing use.

· Supported VP of Marketing with various projects including changing and creating new marketing plan for bank.

Promotional Assistant
Clinique Cosmetics, Bay Area




Dec 2002 - Nov 2003

· Represented company during promotional events at Bay Area retail stores, advising customers doing product demonstrations.
· Sold make up products in three major retail stores and took lead role in displaying merchandise.

PROFESSIONAL AFFILIATIONS
San Francisco American Marketing Association, Golden Gate University Chapter
Resume Example                                                    Entry Level  -  Technology

Taylor Jones

555 Any Drive

San Francisco, CA 91111

Mobile: (415) 555-5555
             Email: jones7O@server.com

OBJECTIVE

Seeking a position as a Computer Programmer.

HIGHLIGHTS OF QUALIFICATIONS

· Strong working knowledge of Access, Visual Basic, and HTML languages with an aptitude for learning new processes in computer programming/analysis.

· Fluent in using graphic software such as Adobe Photoshop and Adobe PageMaker.

· Excellent team player with strong troubleshooting capabilities and management experience. 
EDUCATION

MS, Computer Information Systems, 2005, GPA: 3.7
Golden Gate University, San Francisco, CA 

Relevant Coursework: Management Information Systems, Systems Analysis and Design, Database Management Systems, Information Systems Planning and Project Control, Introduction to Multimedia, Systems Planning, Budgeting & Policy Formulation, Programming for Decision Making in C.
BBA, Corporate Finance, 1999
Golden Gate University, San Francisco, CA, GPA: 3.8
COMPUTER SKILLS

· Operating Systems: UNIX, DOS, Windows Version 95 and 97, Power Macintosh

· Computer Languages: Visual Basic, SQL, C, HTML, JavaScript

· Computer Graphics:
Adobe Photoshop Version 4 and 5, Adobe PageMaker

· Other Applications:
Word, Excel, Access, WordPerfect, Lotus 123, File Maker Pro

RELATED ACADEMIC PROJECTS

Web Development
Designed and created a website by utilizing HTML language, JavaScript, and Photoshop.

Database Development
Designed and created a database for a robotics company using SOL language, PICO text editor, and Oracle Software.

Basic Language
Designed a database and forms to display, enter, and edit data for a training company using MS Visual Basic and MS Access.

EXPERIENCE

Golden Gate University, San Francisco, CA 


July 2004 - December 2004
Student Assistant, Office of Student Affairs

· Created employer databases using Microsoft Access.

· Used Microsoft Word to create mail merge documents for employer and student mailings

· Maintained calm, cooperative and helpful attitude in a busy office while assisting students, faculty and staff with requests for information and service.

· Supervised and trained new student assistants in office procedures and software use.

Resume Example                                           Advanced -  Financial Services
Parker Robertson

9987 Oakenshaw Drive

Miami, FL  33765

(817) 555-1212

OBJECTIVE
A position utilizing Financial Analysis and Planning skills in order to:
· Devise and implement wealth management strategies for individuals and organizations
· Identify and resolve issues to achieve organizational objectives and goals
· Improve profits through leadership and staff and client educational programs
· Increase revenues through enhanced services and target marketing
QUALIFICATIONS

● Financial Analysis/Planning
● Problem Solving
● Training

● Financial Services
● Consulting
● Executive Presentations

● Investment Analysis
● Staff Management
● Customer Relations

● Market Development/Sales
● Business Analysis
● Tax Laws/Codes

WORK HISTORY
Consultant

Parker Robertson, San Francisco, CA 

             2000 - present

· Maximized efficiency of mortgage loan operation to accelerate loan processing 
and closing times

· Established system to alert clients to crucial tenth year premium anniversary dates to take advantage of reduced costs
· Researched peculiarity in contracts, identified clients at risk and coordinated with plan provider to solve issues

Financial Planner

Jones Mutual Financial Services, Inc., FL


   1997 - 2000
· Restructured client’s portfolio to generate $1 million additional retirement income

· Analyzed investment portfolio; identified discretionary funds capable of being sheltered and better managed

· Detailed “recovery” program for professional client to save pension plan more than $130,000 in income and penalty taxes
EDUCATION and LICENSES
MBA, Finance, in progress
Golden Gate University, San Francisco, CA

BS, Finance

South Carolina State University, Orangeburg, SC

Series 7 NASD License

Series 63 License

Chartered Financial Consultant


                                                     

Resume Example                                                    Advanced  -  Management
KEN LORING

112 Ridge Road

San Francisco, California 99999

Home: (415) 555-1212  

E-mail: ken@email.com

SUMMARY OF QUALIFICATIONS

Executive with extensive profit-driven management, sales and customer retention success. Highly adaptable and results-oriented. Professional accomplishments include: 

· Grew sales from $1,500,000 to over $5,000,000, exceeded unit sales goals by 330%, exceeded parts sales goals by 180%, increased service customer base by 50%
· Increased contribution to parent corporation from net operating loss in 1996 to 10% of sales annually within twenty-four months
· Honored for excellence with awards: Sales Quota Awards (2001, 2002, 2003), Western Region Dealer of the Year (2000), Commitment to Excellence (1994, 1995, 1996), Western Region Franchise of the Year (1996)

PROFESSIONAL EXPERIENCE

VICE PRESIDENT, SALES  






                     2000-Present
Trucking Company, Sacramento, CA

Profitably manage sales operations of Transportation Company
· Promoted from Director of Sales to Vice President of Sales within six months based on outstanding performance in developing and implementing sales strategy to market and service refrigeration units in truck and trailer applications

· Exceeded unit sales goals by 330%; exceeded parts sales goals by 180%; increased service customer base by 50%; increased sales from a base of $1,500,000 to over $5,000,000
· Provide budgetary planning control, fiscal analysis and direction for annual operating budget and introduce policies to control operating expenses
VICE PRESIDENT/GENERAL MANAGER




                          1996-1999
Trucking Company, Oakland, CA 
 

Established and managed new full-service truck leasing company to add value to existing truck dealership
· Served as the primary decision maker on daily business administration and successfully created strategies to position the company to meet aggressive market competition
· Increased contribution to parent corporation from net operating loss in 1996 to 10% of sales annually within twenty-four months
· Recruited team of eight customer-centered sales, maintenance, and administrative support professionals
VICE PRESIDENT/GENERAL MANAGER



                          
1992-1996
Transportation Company West Sacramento, CA 
Profitably managed operations of franchise specializing in truck rental and leasing, used truck sales, and a complete line of truck repairs and service






(Ken Loring, cont.)

· Promoted to Vice President within one year and used executive-level management techniques to provide decision making on profit development, marketing, product support, budgeting, and personnel activities involving rental and leasing, used truck sales, services, finance, and accounting
· Initiated marketing strategies to quadruple the local and regional account base and grow annual sales from $800,000 to more than $3 million.  Increased profits from net operating loss in 1992, to 8% of sales annually
· Reduced operating costs and improved the efficiency of accounting and maintenance activities 25% by installing a new computerized accounting and shop maintenance system
· Developed a superior front-line management team and oversaw, motivated, and supervised twelve administrative, sales, and maintenance employees
COMMUNITY INVOLVEMENT 

Secretary for Board of Trustees 






             2002-2004
St. Michael’s Parish Foundation Trust

Non-profit providing college scholarships to children of parishioners of St. Michael’s Parish 

Instructor and Consultant                                                                                                                1998-1999

AP High School Economics, Junior Achievement, San Francisco High School    


             

EDUCATION

Golden Gate University, San Francisco, CA Master of Business Administration, in progress

University of California, Berkeley, CA Bachelor of Arts, Economics  

PROFESSIONAL AFFILIATIONS

California Trucking Association                                       

Truck Rental and Leasing Association                             

U.C. Berkeley Alumni Association, Past President and Board Member

Resume Example                                                                                 Functional 

ALLISON HOPPER

707-555-1212    anyemail@sbcglobal.net
OBJECTIVE  Marketing coordinator

EDUCATION

Golden Gate University   





           

      2004
Bachelors Degree in Business Administration, GPA: 3.6

        San Francisco, CA

RELEVANT EXPERIENCE

Marketing and Promotions

· Developed direct mailings, company brochures, flyers, press releases, public service announcements, newspaper advertisements, web-site design, office service displays, and informational packets

· Coordinated numerous promotional events: trade shows, public speaking engagements, press conferences, fund-raisers, and seminars

· Organized regional sales meetings, conventions and special events for a national team of independent sales representatives

Marketing Analysis and Research

· Researched regional markets to locate prospective customers

· Collected customer preferences and buying habits data in local, regional and national markets to determine potential sales of product and service

· Designed data gathering methods: surveys, opinion polls and questionnaires

· Analyzed statistical data to forecast future marketing trends

· Created market reports to compare to and support the marketing strategies

Customer Service and Administration

· Responded to customer questions on product features 

· Contacted customers via phone, after equipment was installed, offering on-site training sessions to reduce the cost incurred from technical service visits

· Maintained and controlled overall annual marketing budget as well as individual brand’s budget to ensure monthly expenses did not exceed allocated funds

EMPLOYMENT HISTORY
Bank of America, Concord, CA





     2000-present 
Consultant  
       2003-present      




     


Senior Analyst       2000-2002
Seagram Company Ltd., Napa, CA   




         1999-2000

Marketing Assistant 






          
COMPUTER SKILLS

MS Access, Outlook, Lotus Notes, MS Project, Visio, QuickBooks, ERP Systems: JDE, SAP 
PROFESSIONAL ASSOCIATIONS

American Marketing Association (AMA)
Resume Example                                                
                 Functional 
ANITA YOUNG
1990 Norfolk Way
San Francisco, CA 94123

415-672-8111

anitayoung@bonita.com

OBJECTIVE

Position as a Business Analyst in an international organization focusing on trade and business development in the Pacific Rim countries.

EDUCATION

Golden Gate University, San Francisco, CA

M.S., International Management; expected 200x

PROFESSIONAL EXPERIENCE

Knowledge of East/West Business
· Coordinated all elements of a high-rise construction project dealing with: 

-American architects and construction firms
-Chinese entrepreneurs in Hong Kong

-British bankers and solicitors in Hong Kong

-Hawaii-based American mortgage bankers, attorneys, and accountants

· Worked in Tokyo as assistant to the manager of a New York based import-export firm

Coordination/Problem Solving
· Monitored progress of a $26 million construction project in Hawaii to meet 
completion date
· Mediated job-site conflicts among subcontractors
· Organized and led international group tours to China and other parts of the Orient
Communication Skills
· Made oral and written presentations to bankers on financial work status to get 
funding approval
· Prepared and delivered briefings for sales agents and brokers
· Presided over weekly project meetings with contractors and architects
· Created and maintained filing systems; drafted forms, correspondence, reports
· Wrote text of radio program for Hong Kong Commercial Broadcasting Company
EMPLOYMENT HISTORY

4/96-12/99
Realtor


Reynolds Realty, Honolulu, Hawaii

6/93-3/96
Project Manager
Hawthorne Inc., Honolulu, Hawaii

3/89-5/93
Tour Manager

Cultural Tours, Inc., Hawaii, Hong Kong, Canada

8/87-2/88
Office Manager
Lum and Lum Corp., Honolulu, Hawaii

AFFILIATIONS
· Secretary, Toastmasters, San Francisco Chapter
National Association for Business Economics (NABE)

Resume Example                                                                       Combination 
Jane Smuckers

59 Sparrow Avenue
San Mateo, CA 94403

415-399-5642

Jsmuckers72@cool.com

Objective

Director of Marketing Communications

Profile

· Over 10 years experience in Marketing Communications and Project Management.

· Strong visual sense, excellent writing skills, and the ability to translate marketing ideas and design concepts across all organizational levels.

· A strong leader and team player adept at supporting team members to achieve personal and professional goals.

Selected Accomplishments

Marketing Communications

· Conducted in-depth interviews of marketing, editorial and sales experts at Craig Design and Test Systems to create promotional materials through sales force.  Wrote and edited copy for corporate brochures, sales tools, and direct mail pieces.

· Wrote advertising copy for newspapers and technical periodicals, working closely with graphic designers at Redwood Systems to develop visually effective marketing messages.

Project Management

· Created and implemented media campaigns and strategic plans for successful launch and promotion of new Redwood System products.

· Developed, managed, and tracked marketing communications budget of $350K at Craig Design and Test Systems.

Experience

Craig Design and Test Systems, Santa Clara, CA (1999-Present)

Director of Marketing

· Doubled qualified sales leads through executive marketing communication plan designed to reduce expenses and significantly increase product promotion.

· Significantly increased product and technical knowledge of 250 sales engineers by designing and conducting sales training programs in factory and field.

· Expanded end-user orders for existing products by establishing local distribution centers.  Employed direct mail, local advertising, and fast delivery from stock to generate $500,000 increase in annual revenues.

Jane Smuckers resume, page 2

Redwood Systems, Los Gatos, CA (1996-1999)

Marketing Communications Manager

· Developed theme-oriented product introduction for microprocessors, created training materials and demonstration procedures.

· Originated and implemented marketing communications program including company identification, sales literature, public relations, and user manuals.

· Generated more than 100 sales leads at major trade show by employing editorial coverage, advertising, pre-show mailer, and in-booth sales qualification.

· Researched and acquired lists for direct mail efforts.  Worked with mail houses to complete mailings to targeted marketing segments in an efficient and timely manner.

Hewell Cruz Company, Palo Alto, CA (1993-1996)

Production Manager

· Reduced product rejections by 25% by creating and distributing new user service manuals.

· Held focus groups to research sales potential of new product lines.

Education

Golden Gate University, San Francisco, CA 

MBA, Management

University of Oregon, Portland, OR

BS, Marketing

Professional Associations

President, American Marketing Association, San Francisco Chapter, 1998

Member, San Francisco Ad Club 1995-1998

Other Resume Resources
There are a variety of other resources available to you help you with your resume, including the following: 

· Online resources at GGUcareers.com

· Workshops on resume writing and other career development topics 

· GGU Career Services Resource Center’s books with more resume examples and resume writing techniques 
· Resume reviews with GGU Career Service’s career counselors in a variety of formats, including: 

· Weekly drop-in hours

· In-person appointments 
· Telephone appointments
· Email resume reviews
Office of Career Planning
40 Jessie Street, Suite 320
San Francisco, CA 94105

Phone: (415) 442-7299

Fax: (415) 442-7284

www.ggucareers.com

Accomplishment: 
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Accomplishment: 





P.E.P.


Profitability


Efficiency


Productivity








S.A.R.


Situation


Action


Result
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