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What is a Resume?

A resume is

• a summary of your skills, experiences, achievements and activities,
• and a marketing tool presented to employers in order to obtain an interview.

A good resume is

• succinct, detailed and action-oriented;
• organized with easy-to-read headers, identifiable sections and an effective use of white space;
• and focuses the reader on the information most relevant to the position applied for.

Resume Contents

Identification:

Name, address(es), phone number(s), e-mail

• Include both campus and permanent address and phone number if currently at school

• Include day/evening/cell phone number if appropriate

Tip: Make sure that a professional greeting is recorded on your voice-mail or answering
machine

Tip: Make sure that you use a professional e-mail address (i.e., yourname@vassar.edu vs.
coolchick@aol.com)

• Do not include non-relevant personal information such as your age, sex, marital status, race,
religion, national origin, political affiliation, social security number, or health status

Objective:

The reason you are sending the resume to the employer (optional)

• Objectives are not required, but are often useful to focus a resume

• Clear, concise and specific to the position applied for

Example: Instead of “I am currently seeking any position in a museum where I can use my
diverse range of art history skills,” use something like “To obtain a teaching position in a
natural history museum”

Education:

Institution(s) attended (including JYA), location, degree(s) earned, major(s), minor(s), cumulative
GPA, major GPA (obtainable by calculating yourself), correlate, thesis, graduation date

• May include key courses relevant to objective

• May highlight achievements, such as a high GPA

• High school is not necessary to include

• If a degree/certificate is not yet earned, include credits earned and area studied
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 How to start

 Brainstorm all of your
experiences, paid and
unpaid.

 Include accomplishments for
each

 Include responsibilities

 Include skills needed to
meet those responsibilities

 Rank the experiences by
importance to the job you
seek

 Now you can start to write
them out in a more
organized format

Experience:

Work experience, research experience, volunteer experience, fieldwork, internships, organizational
leadership, etc.

• Include the following components within this section for each entry:

o Position held (Title)

o Name and location of organization

o Dates of work

o Accomplishments and responsibilities

o Demonstrated skills

Tip: Remember to be consistent in your use of date formats; for example, use ONE of the
following date styles rather than “mix and match”:

January 200x-May 200x, or 1/200x-5/200x, or Jan. 200x-May 200x, or Spring 200x

TIPS FOR WRITING THE EXPERIENCE SECTION

• Work chronologically within each category starting with
your most recent experience.

• Describe (rather than list) your accomplishments using
Action Words to depict yourself as “a doer.” (A list of
action words is included on page 6). Quantify whenever
possible, using numbers, percentages and dollars.

• Include transferable skills you gained from each experience;
those skills that you build and carry with you as you move
from job to job such as oral and written communication,
interpersonal skills, working effectively with a team,
leadership, and research or analytical skills.

• Place those jobs and accomplishments that will be valued
most for the job you are seeking prominently on your
resume.
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Honors and Activities:

Academic honors or other awards, leadership roles in activities

• If academic honors are listed in Education, do not repeat them here

• Avoid a “laundry list” of affiliations

• Include the length of your affiliation/dates

• Include high school activities/honors only if they are highly pertinent to the job you are seeking
or this is your first year in college

Skills:

Relevant skills to the position such as computer skills, language proficiencies and key job specific skills

• Indicate the level of your understanding of a language (such as fluent or conversational) and
computer skills

Interests:

Indicates an interest outside of your stated experience

• Category is optional

• Irrelevant or assumed interests need not be included

References:

Names, titles, addresses, phone numbers and e-mail addresses of people a potential employer may
contact

• Use a separate sheet; do not include “References upon request” on resume

• Maintain the same format (font, style, paper quality) as your resume

• Use professors, current and former employers, or student-organization advisors who can speak to
your qualifications rather than friends or family; three - five people are standard

Tip: Be sure to get your references’ permission first and give them a copy of your resume

Tip: After you have made a decision about a job or internship offer/or grad school plans, send a
thank-you letter to each of your references informing them of your plans
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Action Words

Administrative Skills:  Administered, Coordinated, Designed, Established, Evaluated, Interpreted,
Interviewed, Managed, Mediated, Negotiated, Organized, Prepared, Planned, Purchased,
Supervised

Communication Skills: Addressed, Advertised, Arbitrated, Arranged, Articulated, Attended, Authored,
Collaborated, Committed, Convinced, Corresponded, Demonstrated, Described, Developed,
Directed, Discussed, Diverted, Drafted, Drew, Edited, Elicited, Empathized, Enlisted,
Entertained, Expressed, Facilitated, Formulated, Handled, Harmonized, Influenced, Informed,
Inquired, Interacted, Interpreted, Interviewed, Invited, Justified, Lectured, Listened,
Manipulated, Marketed, Mediated, Moderated, Motivated, Negotiated, Networked, Perceived,
Persuaded, Presented, Promoted, Proposed, Publicized, Recommended, Reconciled, Recruited,
Rated, Reported, Represented, Settled, Showed, Signaled, Solicitated, Specified, Spoke, Talked,
Telephoned, Testified, Translated, Wrote

Counseling/Helping Skills: Accompanied, Adopted, Advocated, Aided, Assessed, Assisted, Assumed,
Clarified, Coached, Collaborated, Combined, Counseled, Demonstrated, Devoted, Diagnosed,
Disclosed, Educated, Effected, Enlarged, Ensured, Executed, Expanded, Expedited, Facilitated,
Familiarized, Fortified, Guided, Helped, Increased, Involved, Maintained, Modified, Motivated,
Offered, Participated, Protected, Provided, Reduced, Referred, Rehabilitated, Reinforced,
Represented, Retained, Reviewed, Revised, Sampled, Served, Set up, Shared, Suggested,
Supplied

Creative Skills: Acted, Anticipated, Appeared, Conceptualized, Created, Customized, Decorated,
Designed, Developed, Directed, Displayed, Drew, Edited, Entertained, Established, Fashioned,
Filmed, Founded, Illustrated, Initiated, Innovated, Instituted, Integrated, Introduced, Invented,
Originated, Performed, Planned, Revitalized

Financial Skills: Administered, Allocated, Analyzed, Appraised, Assessed, Audited, Balanced,
Bargained, Bought, Budgeted, Calculated, Computed, Developed, Exchanged, Forecasted,
Insured, Managed, Marketed, Planned, Prepared, Purchased, Researched, Sold, Spent

Management Skills: Administered, Allotted, Analyzed, Assigned, Attained, Broadened, Called for,
Chaired, Changed, Consolidated, Contacted, Contracted, Consolidated, Coordinated, Decided,
Defined, Delegated, Developed, Devised, Directed, Eliminated, Enforced, Established,
Evaluated, Executed, Focused, Handled, Headed, Hired, Implemented, Improved, Incorporated,
Increased, Instituted, Integrated, Judged, Led, Managed, Mediated, Mobilized, Motivated,
Organized, Overhauled, Oversaw, Planned, Prioritized, Produced, Provided, Recommended,
Regulated, Resolved, Restored, Reviewed, Scheduled, Screened, Scrutinized, Selected, Shaped,
Solved, Sought, Specialized, Strengthened, Structured, Supervised, Terminated, Verified

Organizational Skills: Analyzed, Applied, Approved, Arranged, Coordinated, Catalogued, Classified,
Collected, Compiled, Dispatched, Developed, Expedited, Facilitated, Generated, Handled,
Implemented, Initiated, Inspected, Monitored, Organized, Planned, Prepared, Processed,
Purchased, Recorded, Retrieved, Screened, Specified, Systematized, Tabulated, Validated
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Action Words Cont.

Research Skills: Analyzed, Applied, Checked, Cited, Clarified, Collected, Compared, Critiqued,
Deducted, Determined, Diagnosed, Discovered, Dissected, Estimated, Evaluated, Examined,
Explored, Extracted, Forecasted, Formulated, Found, Gathered, Graphed, Identified, Inspected,
Interpreted, Interviewed, Investigated, Isolated, Located, Observed, Predicted, Read, Researched,
Reviewed, Studied, Summarized, Surveyed, Systematized

Technical Skills: Adjusted, Advanced, Altered, Amplified, Assembled, Built, Calculated, Computed,
Designed, Devised, Developed, Engineered, Excavated, Extinguished, Fabricated, Installed,
Made, Maintained, Mapped, Measured, Mediated, Moderated, Motivated, Negotiated, Obtained,
Operated, Overhauled, Persuaded, Plotted, Produced, Programmed, Promoted, Publicized,
Reconciled, Recruited, Remodeled, Renovated, Repaired, Restored, Rotated, Solved,
Synthesized, Spoke, Translated, Upgrated, Wrote

Time Management Skills: Administered, Developed, Directed, Generated, Improved, Initiated,
Increased, Promoted, Reduced

Training Skills: Adapted, Advised, Clarified, Coached, Communicated, Coordinated, Developed,
Enabled, Encouraged, Evaluated, Explained, Facilitated, Guided, Informed, Initiated, Instructed,
Motivated, Persuaded, Presented, Stimulated

Accomplishment: Achieved, Became, Elected To, Established, Expanded, Improved, Pioneered,
Reduced (losses), Resolved, Restored, Transformed

Function/Task: Approved, Arranged, Catalogued, Charted, Classified, Collected, Compiled, Delivered,
Dispatched, Distributed, Drafted, Edited, Executed, Filed, Generated, Hosted, Implemented,
Inspected, Kept, Memorized, Monitored, Operated, Organized, Outlined, Prepared, Processed,
Purchased, Recorded, Registered, Relayed, Reorganized, Reproduced, Retrieved, Scanned,
Screened, Separated, Simplified, Specified, Systematized, Tabulated, Transferred, Typed,
Updated

Type Of Experience: Broad, Complete, Comprehensive, Consistent, Diversified, Extensive, Intensive,
Scope, Solid, Specific, Successful, Varied
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Resume Formats

There are three basic resume formats to choose from and modify: chronological, functional, and
combination.

Chronological:

Organizes information within sections in reverse chronological order

• Most commonly used format

• Especially good if you have progressive experience in the type of position you are seeking

NAME
EMAIL

ADDRESS 1 ADDRESS 2
CITY STATE 1 CITY STATE 2
PHONE 1 PHONE 2

EDUCATION
XXXXXXXXXXXXXXXXXXXXXXXXXX XXXX
XXXXXXXXXXXXXXX

EXPERIENCE
JOB 1, EMPLOYER, LOCATION 200x- PRESENT
ACCOMPLISHMENTS DESCRIBED HERE

JOB 2, EMPLOYER, LOCATION 200x – 200x
ACCOMPLISHMENTS DESCRIBED HERE

JOB 3, EMPLOYER , LOCATION 200x-200x
ACCOMPLISHMENTS DESCRIBED HERE

HONORS AND ACTIVITIES
HONOR XXXX
PRESIDENT, ACTIVITY XXXX-XXXX

SKILLS
LANGUAGE (FLUENT)
COMPUTER

Experience is listed in
reverse chronological
order in a
Chronological
Resume

While dates may be
listed by year(s) only,
month and year are
often most
appropriate
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Functional:

Organizes information “functionally” by types of skills, qualifications and accomplishments

• De-emphasizes dates and highlights transferable skills rather than work history

• Grouped into relevant categories such as “Leadership,” “Technical” and “Interpersonal”

• Work History listed separately to include position, employer, location and dates

NAME
EMAIL

ADDRESS 1 ADDRESS 2
CITY STATE 1 CITY STATE 2
PHONE 1 PHONE 2

EDUCATION
XXXXXXXXXXXXXXXXXXXXXXXXXX XXXX

QUALIFICATIONS
LEADERSHIP

DETAILED ACCOMPLISHMENT 1
DETAILD ACCOMPLISHMENT 2

COMMUNICATION
DETAILED ACCOMPLISHMENT 1
DETAILED ACCOMPLISHMENT 2

RESEARCH
DETAILED ACCOMPLISHMENT 1
DETAILED ACCOMPLISHMENT 2

WORK HISTORY

JOB 1, EMPLOYER, LOCATION XXXX-XXXX

JOB 2, EMPLOYER , LOCATION XXXX-XXXX

SKILLS

LANGUAGE 1(CONVERSATIONAL)

LANGUAGE 2 (BASIC READING)

There is no set
number of
accomplishments
that must be
included under a
given section

Tailor the functional
headings based on
your experiences
and the job you are
seeking

Work history is still
listed in reverse
chronological order
and needs to include
the 4 basic parts
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Combination:

Organizes information chronologically within functional categories

• A good way to separate different types of experiences, such as “Marketing Experience” and
“Arts Experience”

• Allows you to include relevant positions closer to the top of your resume, even when you may
have done a less relevant position more recently

NAME
EMAIL

ADDRESS 1 ADDRESS 2
CITY STATE 1 CITY STATE 2
PHONE 1 PHONE 2

OBJECTIVE:  TO OBTAIN A SPECIFIC JOB IN INDUSTRY 1

EDUCATION
XXXXXXXXXXXXXXXXXXXXXXXXXX XXXX

INDUSTRY 1 EXPERIENCE
JOB 1, EMPLOYER, LOCATION 200x-200x
ACCOMPLISHMENTS DESCRIBED HERE

JOB 2, EMPLOYER, LOCATION 200x-200x
ACCOMPLISHMENTS DESCRIBED HERE

INDUSTRY 2 EXPERIENCE
JOB 1, EMPLOYER, LOCATION 200x-PRESENT
ACCOMPLISHMENTS DESCRIBED HERE

JOB 2, EMPLOYER, LOCATION 200x-200x
ACCOMPLISHMENTS DESCRIBED HERE

HONORS AND ACTIVITIES
HONOR XXXX
PRESIDENT, ACTIVITY XXXX-XXXX

SKILLS
ADVANCED COMPUTER SKILLS HERE

INTERESTS
RELEVANT INTEREST

Employment listed with
accomplishments in reverse
chronological order like the
Chronological format, but is
categorized functionally, in
this case, by industry

Notice how this allows the job
seeker to put the most
relevant experience at the top,
even though it is not the most
current
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Resume Tips

Layout

Crisp and clean look which is visually appealing

Effective use of white space to avoid a “dense” looking resume

Use spacing to accentuate headings

Length

Generally, does not exceed one page for current students or new graduates

(Note: Exceptions may include resumes for teachers, nurses, researchers, non-traditional
students, or curriculum vitae for those working in academia)

Emphasis

Bold, italics, underlining, SMALL CAPS, and CAPITALS can be used to make key information, such as
headings, job titles, or employers, stand out

Be consistent in your use of these tools

Avoid over-use of emphasis tools, since it can break the flow of the resume

Reproduction and Printing

High-quality stock paper of at least 20-pound weight is preferred

Paper should be conservative colors such as white, buff, tan or light gray

Print on a laser quality printer; photocopies should be professional quality

Font size should be conservative; no smaller than 10 pt and no larger than 12 pt (except for headings)

Tips for a Computer Friendly Resume

If you plan to send your resume via e-mail, consider the following suggestions:

• Save your resume as an RTF (rich text format) or PDF (portable document format; Adobe
Acrobat software required)—this will help eliminate any potential software compatibility
problems

• Make sure your resume is suited to online viewing—avoid using italics, lines, graphics or other
design elements that may interfere with the screen quality of your resume

Overall

Avoid resume templates

Personal pronouns should be avoided (ie. I, we, they, us)

Focus on your accomplishments
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Resume Checklist

 Do you have the resume components listed in an order that highlights your most relevant
experience?

 Is your format consistent throughout the resume?

 If you included an objective, is it clear and position specific?

 Does each experience listed contain all the key components: position, employer, location and
dates?

 Are the descriptions of your experience results-oriented in terms of accomplishments?

 Are your experience descriptions in the correct verb tense? (Use the present tense for current
experience and the past tense for previous experience; for example, “assist” versus “assisted.)

 Is it one page – no more than two in length?

 Are dated listings in reverse chronological order within each section?

 Does your resume look neat, crisp and well spaced on the paper?

 Is your resume free from errors?

 Is your resume an honest and accurate representation of your professional self?
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Resume Template

NAME

Email Address

Campus Address: Home Address:

Objective

The reason you are sending the resume (optional)

Education

Institution(s) attended, location, degree(s) earned, major(s), correlate, date graduated, relevant
coursework (optional), GPA (optional)

Experience

Work experience, research experience, volunteer experience, fieldwork, internships, etc.

Include title, employer, location, dates and accomplishments

Honors and Activities

Academic honors and other awards, leadership roles and activities

Skills

Computer skills, language proficiencies, key job specific skills
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Sample Resume #1: Chronological Format; Relevant Coursework ; Vassar Only Experience

Veronica Vassar
vevassar@vassar.edu

Box XXXX, Vassar College After May 9, XXXX:
124 Raymond Ave XXX Park Avenue
Poughkeepsie, NY  12604-XXXX New York, NY 10056
(845) XXX-XXXX (212) XXX-XXXX

Objective

An internship in museum administration

Education

Vassar College, Poughkeepsie, NY

Bachelor of Arts in Philosophy  (expected May XXXX); Overall GPA:  3.2/4.0

Relevant Coursework: Roman Art and Architecture and Northern Renaissance Painting.

Self-fund education through academic scholarships and work part-time

NY City High School, New York, NY

June 20XX

Experience

Student Volunteer, Frances Lehman Loeb Art Center, Vassar College 
January XXXX - XX

 Interpret exhibits for groups of up to 25 visitors
 Assist with two special events and fundraisers
 Develop creative ways to market items in museum gift shop; resulted in higher overall sales

Assistant, Residential Life, Vassar College
August XXXX - XX

 Coordinated recreational activities for 50 students
 Entered data into college wide computer system for easier access and readability of data
 Counseled students on a variety of issues

Chairperson, P.E.A.C.E., Vassar College
September XXXX - XX

 Organized fundraiser for organization committed to the elimination of prejudices and racism; increased
yield by 15% over previous year

 Motivated members to participate in five fund-raising events

Honors and Activities
Member, Phi Beta Kappa (200x-200x)
Member, Women’s Volleyball Club, Vassar College (200x-200x)
Campus Tour Guide, Admissions Office, Vassar College (200x-200x)

Skills

Computer: MS Office (Word, Excel, PowerPoint), Adobe PageMaker

Language: Proficient in Spanish
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Sample Resume #2: Chronological Format; Study Abroad; Varied Experience

Job Hunter

XXX Park Avenue, New York, NY 10056

(212) XXX-XXXX johunter@vassar.edu

Education

Vassar College, Poughkeepsie, NY
Bachelor of Arts in Urban Studies/Economics Correlate  May 200x
Geographic Information Systems (GIS) Proficiency Spring 200x

University of New South Wales, Sydney, Australia
Study Abroad Program in Urban Studies Spring 200x

Work Experience

Student Assistant to the Dean of the College, Vassar College (200x-200x)

Acted as liaison between Dean and students, faculty, staff, and various committees. Launched long-term project
to improve school’s environmental policy and practice. Organized and attended functions for the Board of
Trustees.

Hosting Intern, Vassar College Admissions Office (Fall 200x)

Planned and instituted Ambassador project facilitating recruitment by current students. Enlisted volunteers for
Admissions Office programming. Coordinated host visits for prospective students.

Administrative Intern, City Hall, Prairie Village, KS (Summer 200x)

Worked with Mayor and City Administrator on community relations and planning projects. Managed city-wide
recreation program and 4th of July festivities. Prepared comprehensive report on area water parks for future
construction.

Customer Service Representative, Blockbuster Video, Poughkeepsie, NY (200x-200x)

Provided advice and personal attention to customers. Assisted with special promotions and membership
programs. Organized merchandise and layout on sales floor.

Development Representative, Vassar College Annual Fund (200x-200x)

Supported Development Office in the execution of various fundraising projects. Communicated with alumnae/i
about contributions to Vassar’s Annual Fund. Counseled new staff members on procedures and protocol.

Volunteer Experience

Elementary School Mentor, P.E.A.C.E. Organization (200x-200x)
Advisor/Counselor, Teens TAP AIDS Information Hotline (200x-200x)
Workshop Coordinator, Vassar Equal Rights Awareness Day (200x)

Activities

Chair, Urban Studies Majors Committee (200x-200x)
Poughkeepsie-Arlington Business Promotion/Vassar Linkage Committee (200x)
Student Fellow, Vassar College Office of Residential Life (200x-200x)
Scholar Delegate to Dean, College Review Committee (200x-200x)
Class Executive Council (200x-200x)
Class Representative, Committee on College Life (200x-200x)
Vassar College Choir, featuring London and East Coast U.S. Tours (200x-200x)
Voice Tutorial under Carnegie Hall Soloist Karen Holvik (200x-200x)
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Sample Resume #3: Finance; Two Experience Sections

Ima Goodchoice
imgoodchoice@vassar.edu

Box XXXX, Vassar College After May 9, XXXX:
124 Raymond Ave XXX Park Avenue
Poughkeepsie, NY  12604-XXXX New York, NY 10056
(845) XXX-XXXX (212) XXX-XXXX

EDUCATION

Vassar College,  Poughkeepsie, NY May 20XX

Bachelor of Arts in Economics and Hispanic Studies GPA: 3.4/4.00

Instituto Internacional de Miguel Ángel, Madrid, Spain Jan.-May 200x

SKILLS

Computer: Microsoft Office (Access, Excel, PowerPoint, Word), QuickBooks 2002, FileMaker Pro

Language: Fluency in Spanish and Tagalog (Filipino)

PROFESSIONAL EXPERIENCE

Countrywide Insurance Services, Inc., Finance/Accounting Intern, Simi Valley, CA June-Aug.200x
• Created financial statements on the internal and external accounting of the Company's monthly production of

15,000 insurance policies which generated a gross annual premium of $177,452,000
• Prepared monthly cost-benefit analysis reports on a newly implemented referral program used to determine the

firm's sales progress reflected in the 450,000 in-forced policies that had a total net present value of $84,000,000

International Institute of Law & Environment, Research Intern, Madrid, Spain Jan.-May 200x
• Conducted research project comparing the different fundraising methods of non-profit organizations in Spain to

those of the United States

Merrill Lynch, Finance Intern, Poughkeepsie, NY  Sept.-Dec. 200x
• Analyzed financial documents and discussed portfolio reviews of 20 individual clients with Director
• Researched and produced reports on the value and status of stocks and mutual funds through teleconferences,

currently published literature, and the Internet   
• Devised the office newsletter published weekly for 46 financial consultants

Vassar College, Economics Research Assistant, Poughkeepsie, NY  Sept.-Dec. 200x
• Researched topics concerning minimum wage and the labor market
• Constructed three graphs of economic models for publication

Estée Lauder Companies, Inc., Student Coordinator/Trainee, Vassar College June-Aug. 200x
• Coordinated and structured group activities for 160 Company executives   
• Facilitated business seminars associated with presentation and negotiation skills

ADDITIONAL EXPERIENCE

Career Development Office, Career Development Intern, Vassar College Sept. 200x-May 200x
• Counseled and advised individuals on career plans
• Viewed and critiqued individual résumés
• Designed graphics for posters for career development events
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Sample Resume #4: Objective; Qualifications; Experiences are Activities

Your Name Here
yohere@vassar.edu

Vassar College, Box XXX After May X, XXXX
124 Raymond Ave 123 Anyplace St, Apt. 1
Poughkeepsie NY 12604 Yourtown, ST XXXX
845-451-XXXX 555-XXX-XXXX

Objective

To obtain a position as a community organizer

Education

Vassar College, Poughkeepsie, NY 5/200x

Bachelor of Arts, Major: Philosophy

Qualifications

 Organized 6 campus wide letter writing campaigns to protest human rights violations

 Collected, analyzed and reported survey data from 500 college students measuring level of political
activism

 Wrote clear, persuasive editorials for local newspaper on various political and environmental issues

 Collaboratively managed fund raising campaign for charitable organization, raising approximately $2,000

Experience

Independent Study, Vassar College 9/200x – 12/200x

Research Assistant

 Designed and conducted a semester-long research project studying the level of political activism among
college students

Poughkeepsie Journal, Poughkeepsie, NY 9/200x – 5/200x

Editorial Contributor

 Published articles on topical current events throughout the year

Amnesty International, Vassar College 9/200x – 5/200x

President (9/ 200x – 5/200x)

 Managed organizational activities on campus, provided leadership to group members and educated
campus community on human rights violations globally

Habitat for Humanity, Vassar College 9/200x – 5/200x

Member

 Actively involved in fundraising projects and increasing campus awareness of organizational mission

 Refurbished homes in rural Kentucky (Summer 200x)
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Sample Resume #4: Mathematics; Skills Listed First

Mary Brewer
mabrewer@vassar.edu

College Address Home Address
Vassar College – Box X XX Fulton Street
Poughkeepsie, NY 12604 New York, NY 10038
845-451-XXXX 212-XXX-XXXX

EDUCATION
Vassar College, Poughkeepsie NY

Bachelor of Arts in Mathematics, May 200x
GPA: 3.57/4.00

Capital University of Business and Economics, Beijing, China (Semester Abroad Fall 1999)
Yale University, New Haven, CT, Summer 200x

COMPUTER SKILLS
Software experience includes: Microsoft Office (Word, Excel, PowerPoint), Mathmatica and Eudora.

LANGUAGE SKILLS
Conversational Spanish and Mandarin.

WORK EXPERIENCE
Private Mathematics Tutor, New York, NY Fall 200x-present

Assist students with high school, regent and SAT mathematics.
Intern, FDNY Fire Commissioners Office, New York, NY Summer 200x

Created new training scheduler for FDNY units, built relationships between educational
institutions and FDNY, examined data, designed PowerPoint presentations, instituted
integration of multiple databases.

Office Associate, Preferred Life Insurance Co., New York, NY Summer 200x
Created Excel spreadsheets, reorganized filing system, drafted letters.

Senior Intern, Reuben Warner Associates, New York, NY Summer 200x
Drafted letters for the President, assisted Senior Account Manager with account reporting,
updated database, fielded client calls, faxed letters.

ACTIVITIES
Affirmative Action Admissions Student Representative Fall 200x-Spring 200x
Vassar Women’s Rugby Team 200x-200x
Student Athlete Mentor Program Spring 200x-Fall 200x
Vassar Volunteers Summer 200x

ACHIEVEMENTS
Selected as Co-chair, Mathematics Majors Committee Fall 200x
Art work featured on Images cover and displayed in college gallery Summer 200x
Student Employment Honor Roll 200x-200x
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Sample Resume #6: Using a Functional Format; Science; Transfer Student

Mike Roskopik
1 Off Campus Address 845-451-XXXX
Poughkeepsie, NY 1260X miroskopik@vassar.edu

Objective

To obtain a position as a veterinary laboratory technician

Education

Vassar College, Poughkeepsie, NY
Bachelor of Arts, May 200x

Major:  Biology, Correlate:  Chemistry, Cumulative GPA:  3.75/4.00

Dutchess County Community College, Poughkeepsie, NY
Associate of Science, May 200x

Major:  Medical Laboratory Technology, Cumulative GPA:  4.00/4.00

Veterinary and Animal Care Experience

 Independently conducted microscopic laboratory tests for a veterinary office including:

o Intestinal parasite screening

o Complete blood count (CBC)

o Ear and skin mite screening

 Prepped animals for surgery, maintaining standards for sanitation

 Monitored anesthesia during surgery and aided veterinarian as needed

 Assisted in administration and interpretation of ultrasound examinations

 Insured the quality of care of laboratory animals in the biology department, including
feeding, sanitation and maintaining a disease-free environment

Research Experience

 Examined the effect of acidity on the ecosystem of a local pond

 Designed study based on rigorous literature review involving examination of key
microbiological organisms in pond water with varying levels of acidity

Communications Experience

 Reported research through a 45 minute presentation to peers and professors

 Contribute regularly to the Vassar College newspaper, The Miscellany News

Work History

Biology Animal Room Attendant, Biology Department, Vassar College, 9/200x – 5/200x

Veterinary Assistant/Office Assistant, ABC Veterinary Hospital, Anytown, NY, 5/200x- 8/200x
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Sample Resume #7: Arts; Thesis Included

Susanna Perstar
Current Address Permanent Address
Box X Vassar College 1 My Street
124 Raymond Ave City, ST XXXXX
Poughkeepsie, NY 12604 (555) 555-5555
(845) 437-XXXX superstar@vassar.edu

Education
Bachelor of Arts, Vassar College, Poughkeepsie, NY, May 200x

Majors:  Art and History

Thesis:  “The American Quilt: Voice of the Post-Colonial American Women”

Experience
National Park Service, Intern, Hyde Park, NY, February 200x-present

• Catalogued all furniture, pewter and linens manufactured by Eleanor Roosevelt’s Val-Kill
Industries.

• Researched, located, and interviewed 10 employees of Roosevelt’s Industries.

• Prepared artifacts to be photographed for use in web site as assistant to curatorial staff
and Smithsonian photographers.

Wilderstein Preservation, Intern, Rhinebeck, NY, September 200x-December 200x

• Cleaned, photographed and catalogued artifacts in 40 room Queen Anne Mansion.

• Lead tours of 15-20 visitors and answered questions about historic home and its
contents.

• Presented local history to school groups and other visitors.

Summer Scholars Program, Residential Adviser, Vassar College, June 200x

• Counseled 12 gifted high school students in “Hudson Valley Archeology” program.

• Guided students in an archeological dig and lead museum excursions.

Art Department, Research Assistant, Vassar College, September 200x-May 200x

• Gathered materials for classes and publications for classes on American art history.

• Developed web site featuring class syllabi, extensive bibliography and images.
http://arthistory.vassar.edu.

Skills
Language:  Fluent in French and Spanish, Conversational Italian.

Computer: Proficient in Adobe PhotoShop, Microsoft Office, Adobe PageMaker and
FrameMaker, and DreamWeaver. Basic HTML programming knowledge.



21

Sample Resume #8: Theater

OTHELLO MOORE

otmoore@vassar.edu

Current Address Permanent Address
Box XXX, Vassar College 321 Avenue K
Poughkeepsie, NY 12604 Mytown, ST 01010
845-451-1234 555-444-3333

OBJECTIVE

To secure a permanent position as an Assistant Casting Director

EDUCATION 

Bachelor of Arts, Vassar College, Poughkeepsie, NY, May 200x

Major:  Drama Correlate:  Art History Major GPA: 3.57/4.00

RELATED EXPERIENCE 

Apprenticeship, ABC Theater, New York, NY, Dec. 200x – May 200x 

• Produced and directed one children’s production with adult actors and professional designers
• Wrote advertisements and press releases to local newspapers for three plays
• Coordinated and assisted in the selection and hiring of set designers and volunteers
• Assisted in the casting and directing of “XYZ Show”

Technical Director, Community Theatre, Poughkeepsie, NY 200x-200x Season

• Oversaw all aspects of productions
• Trained 35 volunteers and students
• Held and attended weekly technical meetings
• Acquired raw materials to construct set

Auditorium Assistant Manager, College Theatre, Vassar College, Dec. 200x – June 200x

• Scheduled and coordinated classes, movies, and other university activities

• Organized, trained, and supervised paid student technicians for events and other activities requiring large
crew calls

• Ensured the safe operation of the facility within the policies and guidelines of the college

MAJOR ACTING ROLES
MacBeth, XYZ Theater, Anytown, ST; role: MacDuff, Summer 200x
Waiting for Godot, Community Theater, Poughkeepsie, NY; role: Vladimir, Fall 200x
Our Town, Local Theater, Mytown, ST; role: George Gibb, Summer 200x

COMPUTER SKILLS

Windows, Cobol, Fortran, Basic HTML, PhotoShop, Freehand, Claris Works, Microsoft Office, Outlook, Adobe
PageMaker, Adobe Acrobat
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Sample Resume #9: Computer Science

Chip D. Ziner
chziner@vassar.edu

Local Address Permanent Address
Box A Vassar College P.O. Box 223
Poughkeepsie, NY 12604 Anytown, ST 12345
845-451-XXXX 111-222-3333

OBJECTIVE

A computer programming position with a software development company

EDUCATION

Vassar College, Poughkeepsie, NY

Bachelor of Arts in Computer Science, May 200x

EXPERIENCE

Web Developer, Clever Consultants, Hartford, CT, Summer 200x

• Designed, tested and implemented a dynamic web site www.clevcon.com

• Collaborated with technical writers to write a user’s manual for the corporation

System Development Team, College Club, Vassar College, Spring 200x

• Redesigned Access 2005 Membership Database format

• Developed standard queries for use of College Club Board Members

• Created users and developers manual

System Development Team, New York Lighting, New York, NY, Fall 200x

• Responsible for making recommendations for system improvements

• Finished developer’s documentation to achieve the desired system

COMPUTER SKILLS

Languages: C++, COBOL, SQL, HTML, JavaScript, FORTRAN, ADA, DHTML

Operating Environments:  Windows NT, DOS, UNIX

Business Tools:  Statistical Analysis, PSpice, Word Processing, Spreadsheets

HONORS AND ACTIVITIES

Awarded “Promising Programmer” Scholarship by Anytown Chamber of Commerce, 200x

Member, Vassar College Soccer Team, Vassar College, 200x-200x



23

Sample Resume #10: Acting

ELIZABETH WEBB
ACTRESS, SINGER, DANCER

ELWEBB@VASSAR.EDU
HEIGHT: 5’ 6” VASSAR COLLEGE
WEIGHT: 140 LBS BOX 0000
HAIR: BROWN POUGHKEEPSIE, NY 12601
EYES: BROWN 845/437-0000

EXPERIENCE
NEW YORK AND BOSTON
The Royal Family Kitty LeMoyne Dean Interborough Repertory Theater
Dean Dizzy Metro Playhouse
Equus Jill Metro Playhouse
Grace, George, and God Grace Mirror Repertory Theater
Kimberley Akimbo Kimberley (u/s) Manhattan Theatre Club
Fiddler on the Roof Tzeitzel Metro Playhouse
The Frogs Dionyius Huntington Theatre Co. (Boston)
Hair… the 80’s Donna Huntington Theatre Co. (Boston)
Spring’s Awakening Mrs. Gabor, Thea Lyric Stage Company of Boston
Sound of Music Louisa Boston Children's Theatre

REGIONAL STOCK
Figaro The Countess American Repertory Theatre
Damn Yankees Lola Pittsburgh Civic Light Opera
The King and I Anna Pittsburgh Civic Light Opera
Guys and Dolls Sarah Brown Odd Chair Playhouse
Babes in Toyland Jane Odd Chair Playhouse
Two Gentlemen of Verona Julia Odd Chair Playhouse

FILMS/TELEVISION
Dawn of the Dead (2004) Goth Chick (u/s)
Six Feet Under (HBO, 2003) Clair’s Friend
Dawson’s Creek (2001) Extra
American Beauty (1999) Extra

CHILDREN’S THEATRE
Hansel and Gretel Gretel Wilmington Drama League
The Little Princess Becky Wilmington Drama League
Cinderella Griselda Delaware Children’s Theatre
Alice in Wonderland Alice Candlelight Dinner Theatre

TRAINING
ACTING:  NEIGHBORHOOD PLAYHOUSE
VOICE (SOPRANO):  LORENZO MALFATTI, VALERIE WALTERS
DANCE:

Jazz: Luigis, Sandy Hagen, Gary Gendell, Assistant to Peter Gennaro
Tap: Paul Draper, Leon Collins
Ballet and Modern Dance
Bennington Summer Dance Theatre (Full time student and Performer, Summer 200x)

Vassar College, Bachelor of Arts in Psychology, Poughkeepsie, NY (May 200x)


