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What Is A Resumé?

A resumé can play a central role in launching your career. It
can make the difference in getting a competitive internship
or landing that first job after college. A resumé is generally a
one or two page summary of your skills, accomplishmenis,
experiences, and education. When preparing a resumé, you
are trying to capture a prospective employer’s interest or
attention. After all, the most important function of a resumé
is to help you to get an interview. You don't have to be a
skilled writer or honors student to write a great resumé. Just
be prepared to write several drafts and follow the suggestions
outlined in the following paragraphs. Keep in mind that the
time it takes to write a good resumé is time well spent

Preparation

As you organize your resumeé, be sure to present those items that
are most relevant to the employer iirst. Consider what he or she is
locking for in a candidate and make it easy for the reader to notice
those skills by following the tips below.

1. Sel yosrelf Your resumé is a one page advertisement for you.
Employers are often eager to see intemships, volunteering, school
activities and other non-traditional work on entry-level resumés.
Most students have much more to offer than they realize.

2. Ulse adtive imgnape: Begin phrases with verbs to provide active,
exciting descriptions of your experiences. Example: Salesperson,
Smith Shoe Store, Portland, Maine. Assisted clients with selection of
shoes, developed and promoted special marketing events, trained
new employees and monitored cash.

3. Beamsstent: Use the same pattern of spacing, order of information
that is presented, boldface type and undedining throughowt the
different sections of your resumeé.

4. Present information in reverse chronobgral order: List education and work
expenences within each category by stanting with the most recent
item first.

5. Chak prgrammar: Make a good first impression with a potential em-
plover by avoiding misspellings and poorly constructed sentences.
0. Fnsare that i ir neat and wrually apealing: Choose high quality paper
in white, off-white or other conservative colors. Use a laser quality
printer for your final version.

Resumé Content Areas

The following catepories can be used as guidelines to assist you in
organizing a resumé. In constructing a rough draft, do not be con-
cerned with length. Remember, categories may be omitted or added

in later revisions. There are many different ways to onganize a resumé.
Be creative, but also be honest. The following are descriptions of the
basic catepories of the standard resume:

* Name, Address, Telephone and E-mail: Present yourself with the
name you use in your personal and business life (nicknames should
be avoided). 1 vou have a campus address that does not apply during
vacations or after graduation, you should indude both a college and
permanent address. Use your parents’ home address, a post office
box, or someone who will know where to contact you at all times.
Also include phone numbers with area codes and your e-mail address.
Because your resume may remain on file after you graduate, make
sure to use a permanent email address (such as Yahoo or Hotmmail).

* Objective: The objective is one of the most imponant pans of a
resumé. It informs potential employers that you have a spedific goal
conveys yvour work preference(s), and serves as a focal point from
which to review your resumé. The objective should be brief, dearly
stated, and consistent with the accomplishments and skills that are
outlined in your resumeé. If you are considerning more than one profes-
sional goal, you should consider developing more than one resumeé,
each presenting a different obyective. Consider the following examples:

a A pogson ar an dewentary shool teacher albutng woe fo prowde dhldren with an
exmromeser i whach they can faarn and grow:

b A entryleved aomanimg pogion that uill alla nee to afply mey skilly and further develop
ey kool of 16 il

. A pogtion m a bborstory reling ragarmg figh pobdson, orpaaton aud
commsaazion skl and a srong work effvc

* Education: This category is panticulardy imponant if you have not
had a great deal of work expenence. List your most recent educational
expenence firt. Include your degree (AS., BS., BA., etc.), major,
institution{s} attended, date of graduation, minors or concentrations
and any special workshops, seminars, related coursework or senior
projects. Also indude your G.PA. if it is a 3.0 or higher (either overall
G.PA or GPA. in major).

* Computer Skills: If using computers is a necessary skill for the job
vou are seeking, be sure o include this section.

Example:

Sofrerare: Microsoft Office: Word, Access, Excel, PowerPoint. Hard-
ware: PC, MAC, UNEX:

* Activities, Honors and Leadership: Extracurricular experiences can be
important to highlight on a resumé, particularly if you held a leadership
position or served on a spedal committee. If you list such activities

be sure to llustrate how your past responsibilities comespond to the




Athletics: teamwork and time management skills
Pedormming or fine ants: communication skills, creativity, and the
ability to meet deadlines

Volunteer work: leadership skills and the ability to wodk effecively
with people (e.g., children, the eldedy)

If you are having touble descrbing yvour accomplishments, think
about what a best friend or family member would say about you.
Don't be ashamed to highlight your honors and accomplishments
that you have worked hard to eam.

but have been involved in volunteer, intemship, practicum or student
teaching expenences. Remember, a potential emplover is most
interested in the skills and strengths that you could bring into a new
job. In this section, be sure to include all significant work experiences
in reverse chronological order.

position, mame of the onganization, location of work (town, state), and
dates {e.g., Summer 2005; 2005-2006 academic year).

rather than past duties. Use action words to communicate your skills
(see action word list on the next page). List the most important and
or omit them.

* Interests: This is sometimes used o evaluate your suitability to a

geographic area or o understand your “personality ype.” Include this
section if you have available space. Include sodal or cvic activities,
health and fitness or sponts adtivities, or hobbies that indicate how you

* References: Be sure to ask individuals if they would be willing 1o
be a reference for you prior to mentioning their names to prospective
(unless there is space available at the end). Prepare a typed list of
three references to provide at the interview. This list should include
each individual’s name, title, employer, address, business and home
telephone numbers, and e-mail address.

Deciding How to Organize Your Resumé

Many students distinguish paid from unpaid worde; however, there
is nothing wrong with listing vanous types of experience under one
heading. For example, if you're applying for a position as a Web
deﬁg:m:].-mma}rmdude both a paid Web design internship and

a significant design project you completed for a course under your
“Work Experence” heading.

You may also include extracumicular activities and volunteer work
under your experence heading, but be certain to distinguish between
those that are and are not relevant to your job search. For example,
if you're a member of the film club, but only attend the free monthly
movies, you should confine your description to an “Adtivities™ or
“Interests” section.

Consider dividing your experiences into “Related Experience” and

“Other Experence,” or be more spedfic in your divisions. Forexample,
if you have a significant number of relevant academic experiences,
you may want to include a section entitled, “Related Academic Expen-
ence.” In this way, you can call more attention to your relevant skills by
putting them in categories closer to the top of the resumé. Whatever
mix of experience you have, be flexible, creative and don't be afraid

to highlight your most impressive qualifications.

Making Your Resumé Unique

You may want o develop your own categones to highlight your spe-
cial relevant expenences and skills. Here are examples of additional
categories that you might want to consider using:

Student Teaching Experience
Technical Skills
Qualifications Summary
Volunteer Activities
Certificates

Leadership Activities
Professional Affiliations

Lanmmge Profidendes

In place of “Related Experence” you might wish to indicate your
specific area of study or concentration in the category heading (e.g.,
nence). You may also want to add that work was performed to earn
a cerain percent of college expenses. For example: Eamed 75% of
college expenses through the following pan-time jobs.

Customize Your Resumeé for Different Positions

Related Expenence
Related Courses
Internship Experience
Workshops & Conferences
Travel

Accomplishments
Additional Information

Resumés should be ailored to the panicular job you want, with specific
information emphasized in order to grab an employer's anention. As
you are customizing your resumé for different positions, keep the
following tips in mind:

*Use the job description as a guide: The information listed in the bullet
points under each job heading should highlight skills that are related
to the requirements of the job for which you are applying. If the job
description is vague, find out what skills the company s locking for
or talk to someone in a comparable position at a similar company.

* Find appropriate keywords: Nowadays, a computer is more likely
to scan your resumé than a human, Many companies and recruiters
are using computer-based automated tracking systems o quickly
sort hundreds of resumés. Loading a resumé with relevant keywords
increases an applicant’s chances of obtaining an interview. Keywords
are generally nouns that use the “jargon” and acronyms related to a
specific field. For example: Java, records mamagement, MBA.

* Onther tips for scannable resumés: Keep in mind that words in special
type can change when scanned with optical-character-recognition
software. Try to find out in advance if the company o which you are
applying uses such software. If it does, print your resumé on white
paper and do not italicize, underline, or boldface. Avoid ormate fonts
and fonts in which the characters touch. Standard senf and sans senf
fonts in 11 to 12 point size work best. Use vertical and horzontal lines
sparingly. Also, avoid graphics and shading.




The following is a list of some ACTION WORDS that you may want to incorporate into your resumé:

achieved collaborated discovered hired

mobilized programmed  solved

acted
activated
acquired
adapted
addressed
administered
analyzed
anticipated
assembled
assigned
assisted
audited
budgeted
calculated
centralized
changed

composed
condensed
conducted
constructed
contracted
converted

coordinated

counseled
created
cultivated
customized

demonstrated

designed
developed
devised
directed

drafted
edited
eliminated
enabled
energized
enforced
envisioned
established
evaluated
expanded
explained
forecasted
formed
founded
generated

improved
initiated
informed
inspected
instituted
interpreted
interviewed
introduced
invented

investigated
jump-started

launched
maintained
managed
marketed
minimized

monitored
motivated
negotiated
obtained
opened
operated
organized
originated
OVersaw
performed
persuaded
pioneered
planned
prevented
prioritized
produced

promoted
publicized
published

recommended

recruited

reorganized

repaired
reported
researched
resolved
restored
reviewed
revitalized
scheduled
selected

simplified

staffed
started
strengthened
surveyed
supervised
taught
tested
trained
upgraded
utilized
wrote

Preparing Your Resumé to Send via E-Mail

To prepare an e-mail resume that will help you to secure an interview,
follow these steps:

¥ Conddering fik format  In general, you should prepare your resume
as a Word document or other rich text file. Such files are the default
output from common word-processing software, and are preferred
primarily due to their professional appearance and customizability
(e.g., bullets, italics, formatting lines). Thus, .doc and .of files are ideal
if you will be pnnting a hard copy of your resume to hand directly
to an employer. However, there are instances in which you require
a simply formatted resume for e-mail transmission — if this is the
case, consider removing bullets, italics and special characters, and
save your resume as a plain text (e g., .xt) document. Finally, you
may be asked o conven your resume to a PDF file. Lock over your
newly created PDF file carefully as errors in formatting often occur
dunng conversion. If you encounter problems converting .doc or .rif
files to PDF format, first convent your resume to plain text file, then
create a PDF from that fle.

¥ Creverally sheaking, do ret webrt @ resims ar an attachment: Although it is easy
to attach your resumeé, many experts recommend including the text
of the resumé in the body of your e-mail instead of using an attach-
ment. Prospectve employers often do not open attached resumes
because they can be infected with a virus. If you are applying for a
job online and the company offers the option of uploading a hard
copy of your resumeé with your application, then go forit. Or, if an
employer requests that you send a resumé as an e-mail attachment,
they will probably specify which formats are acceptable.

® 1 innd eacty dne in your resimré #o 65 duraders Most e-mail programs wrap
text around at 65 characters. That means any line longer than 63
characters is going to be cut off and dropped down to the next line.

* ks yoawr e-revaemed oud jora fevi-dree; E-mail your resumé to yourself, be-
cause you d much rather it be you who catches technical problems and
errors than a recruiter. Make sure the text looks right on the screen
and prints out comectly. It is good practice to send a copy of this e-mail
message to a friend who is using a different e-mail program, before
transfermng the text file to a prospective employer for the frst ime.

* Inchidr acwer bty Cover letters that accompany e-resumeés should be
bref and concise. Be sure to indicate which position you are applying for,

what your qualifications are, and what you can contnbute to the
company. Insert your cover letter above the resumeé in the body
of an e-mail.

* Yulbyet of the o-mail messape: Use the advertised job ttle as the subject
of your e-mail message, citing any relevant job numbers as noted
in the job posting. This makes it easy to route your resumeé to the
appropriate person.

* Make a backupe Be sure to save a copy of your resume on a disk and
on your hard drive. You also want to be sure to bring a paper copy
of your resumé with you to all interviews in case the employer has
misplaced the copy that you sent electronically.

Resumés for the Web

If you want to prepare your resume o put out on the internet, create
your resumeé in a word processing application and save your file as
HTML or Web page. If you create your resumeé in a wond processing
application you may need to edit it by using an HTML editor such as
Clans Home Page, Adobe Page Mill or Microsoft Front Page. When you
have your resumé formatted make sure to preview it in the browser.

To store your HTML resumé on the UMIT file server:

* Login to your FirstClass account

* Choose Home Page from the Service Menu

* A folder will appear on your desktop labeled Home Page

* Open this folder, drag and drop your HTML file (resumé) into it

The address for your resumé will be:

wwwumit. maing edu f~ Asmame_lastmame/ name of resumé file

If you have any questions, call Cindy Trimm at the Career Center
(207-581-1342) or e-mail cndy.tnmm@umit. maine.edu. You may
also want to check out OptimalResume.com. Look for the link on
the UMaine Career Center website.

** A notebook of sample resumés and books on resumé writing are
available at the Career Center. 'We encourage you to spend time
reviewing several different samples in order to gather ideas to help
yvou design your own resumé. Resumé review appointments are
also available. To schedule an appointment, call 207-581-1359 or
stop by our office on the 3rd foor of the Memorial Union. **




These Resumés are Samples Only; They Provide Stylistic Ideas and Should Not be Copied

Combined - Biology

Lauren Michelle Maran
1054 Main S,
Ghenl::..n-n:_ ME 04401
(207) a5 38
brm2 7 ihetmail, oo

ADDITIOMNAL
I PO B MA TTOMN:

A position in a labormtory seming requiring high motivaion, onganizion
skills, strong work ethic and well-developed communication skills,

LMIVERSITY OF MAINE, Crono, ME
B, Biclogy, May 2010

renetics Biochemistey and Lalbs
Fvodution Cellular Biclogy and lak
Microbiclogy and Laks Molecular and Cellular Biology

INIVERSITY OF MAINE, Orono, ME
D, Iving Komfdd's Research Lab

Labsratry Aide May 2008-May 2010

* Pedommed DNA extradions on g divewsity of verebrate and inverebrae samples

* Performed PCR and agarose gel dedrophoress

* Assisted in acrylumide sequencing of microsatelite lod

* Executed dam entry on programs such as MS Excel

* Resporsible for generl hibomtory mainterance inchiding cleaning and sugockving
* Researched many ouside sources on behall of Dr, Komfeld and graduate siudenis

UNIVERSITY OF MAINE, Orono, ME

Dr, James McCleave's Research Tab

Labanagory and Field Aide May-September 2005

* Assisted in comprehensive field sody of the eel populations in Grivers in Maine, Duties
inchaded collection of species, collkction of dha of indivichds such s weighing, mearming
length, sex deteaninaion, ciclith extraction, embedding, cuting, poelishing, saining and e ding

* Executed dam entry on programs such a8 MS Excel

* Responsible for generd boriory mainienance

UNIVERSITY OF MAINE, Orono, ME
Support of Sdence Sudents

Tator and Stusdnr Aradewis Aduier Sepiember 20072010

* Orgnied weekly nodng meetings in most firg and second yvear courses

* hssisted students in lesrning good study labits and vest taking technigues

* Dudined basic concepts in group leiming setling

* Crganized ouside events for gudents’ enrichment and leaming

* Responsible for the Resource Room induding the computers and references

Alpha Fhi Interrutional Wesnerts Fratermity Secretary, Guard, Rush Chaig Vies President of
Recruitrenty, Rape and Sexul Asswlt Cormnittes; Support for Sdence Siderts, Frism
Yearbook Service Bouxl; Panlelenic Councl

Experience in PCam] Mac sofware

Enjoy working with athers in a team amosphere

Feel grtifica tion when working in the science field especially when individually working to hep
meel 4 cormmon and el goal,

Functional - Business

SHALYN CHASE

Cuurent Acddress:

Apt, B 16 Talmar Weod
Orono, ME D49473
(207 B6G-3333

EDUCATHRIN

ORGAMIZATIOMAL,S
MAMNAGEMENT
SKILLS

COMMUNATHIMN
SKILLS

ADDITIOMNAL
INFORMATION

il shalyme@hotmail, com

Permanent Address
4% Bromm Cove Roaed
Lewiston, ME 04240
(207 TH4-BHZ2

B8, University of Maine, Orono, ME, May 2010
Major; Business Admirdsdration
Double Concentraion: Management and Marketing

* Developed a company-wide Customer and Ermployee Safety and Securiry
Training Program for approximaiely 125 employwees,

* Organized annual pubdic relations & community events (Sam's Pima),

* Successiully motivired enployees © padicipate in aummer promotons,

* Servad a8 an adminisgtrgive laison between maragement and is
franchise owners.

* Completed daily firmncal repons,

* Trained and supervised new employess,

* Deleganed rsks,

* Experenced with Microsolt Office: Word, Exeel and PowerPoing
software s wdl ag CORFLS, SYSTAT anx] the Interne,
* Irnplemmenied the Cugomer and Froployes Safery and Securty Training
Program,
* Participated in commercials and mining videos as an actor and seript wriler,
* Hanclled customer concerms and complainis,
* Informed University of Maine Alumni about coment events and deared
up miny misunderdandings berween them and the University,

* ODganized and implemented gimimer promoions for Sam's ilian Foods
and its frnchises,

® Created daily adverising schedules and disributed them to the media,

* Assiided in the research and developmen of commercials,

* Purchased inventony,

* Personally genented pledges from Alumni (o help aippont the University
of Maine,

20032068, Sam's Tabian Foods, Lewiston, ME

ZIOB-2008, University of Maine Generd Alumni Assodation’s Annual
Aumnd Fured Flhomstbon, Crono, ME

2007-2008, Bear's Den Memodal Unioa, Onono, ME

* Atended Chamber of Commerce Seminars on Marketing and Customer
Satisfaction,

* Cosauhored a chaprer in The Maine Guide for Small Business published
by the Maine Business School o the University of Maine in May 2008,

* Eamed fony percent of college expenses,

* Ability 10 communicate in French at an intermediae level

* Enjoy outdoor mecreatiomal and sponing advities

* Active in oy religious oo pity,




Chronological - Technical

Camgpur A ddrers:

5731 Chadboume Hall Ren 300
University of Maine
Orone, ME D4d689.5731

A7AH1-1111

OBJECTIVE

EDUCATION

Theodore Jarvela
email: Jarveh 21 @hand com

Fermanenr ALddnere

M Main Sirea

Ol Tovem, ME 04468
20F-R2T7-0000

Teyobaaina mechanical engineedng position where 1 cin effedively apply my engineedng
kenow lesclge: and skills,

8.5, Mechanical Engineerng Technology, May 2010

University of Maineg, Orone, Maine

¥ AZ3M,0 Curmlative Grade-Point Average

* Senior Design Projed - Team project consating of design and fabrication of auomatic
wheelchair brakes for people with impaired memory

* Successfully complered the Fundamentals of Enginesring Examinaion

Co-op Engineer, Physical Plant Depanment, Colby College - Waerville, Maine
May through Augus 200

* Devedoped plarsio separie Seun lines supphying the Deyes science buikling Bboranories Bom the
liress supplhying building hesu, ensuringa constant supply of sewn forthe labs when te heating supply
is dhut off,

* Located and recorded the locations of underground utlites for the MeCann Road Siorm
waler draimage replhcement project, Contractons used this inbmation during bidding and
COnsl dion,

* Created schematc drwings of Sieam Plant piping using Microstation, 1o be used durng
irmpd ernentation of locdeout safety procedu res Noe equiperment undergoing shuotdowns or repaies

* Scheduled carmpus FVAC (Heating, Ventiluing and Aircondiioning equipement (o preventa v
mairfernce using THA (The Mainierance Authort y) soll ware,

*® Asigel in virdious alher projects inchading; new undegground steam line, dercition and
irdalkation of hockey rink dasher boards, swimming poal nehab, photograply studio ventbtion
sydem, sy projects, guhering data,

Orchardist, Gill Orohurcs - Alfred, Maine
Full -tirne: 2000 1o 2003, Par-ime and summers 2004 (o Present

* Performed msks associated with the culture, sale, and processing of apples for a 180-acne
apple orchard,

Sudent Chaper Scholamship Award From the Maine Chapler of ASHRAE
Diesn's List

Tressurer of University of Maine ASME student chaprer

Treasurer of University of Maine ASHRAE sudent chapier

Training incdudes; AutoCAD, CADYCAM, TMA (The Maintenance Authoriry)
Pascal, Basic Experienoe with Windows, Microsolt Office, Mahcad, TR Solver,
M creastation

American Society of Mechanical Engineers
Ametican Society of Heing, Refrigeraing and Air-Condiioning Engineers

These Resumés are Samples Only; They Provide Stylistic Ideas and Should Not be Copied

Chronological - Business

Current Address;

100 Park Street Apt, 7

Omno, ME (4473
[ 2007 Bhe-0122

OBJECTIVE

EDUCATION

Kalanda M. Carandy
kramnchygmail .com

Permanert Address:
67 Fern lane
Calais, ME (4619
(20071 454-5555

An entry-leviel acooanting posiion tha will allos: me o apply o sldlls and father
develop my knowladge of accounting,

DMIVERSITY OF MAINE Orono, Maine
B.5. Business Administmtion with a concentrmton in Accounting
Expected gmduation date: May 2010 GPA: 330

Legal Envimnment of Business
Principles of Management
Federal Taxation of Individuals
Finance

Principles of Accounting 1& 1
Interme diate Accounting 1 & 11
Cost Accounting

Auditing

Dean's List, Pirst Place Regional Business Competition - Advanced Keyboarding,
Academic Achievement Award, National Honor Society, Yearbook Editor,

DMIVERSTTY OF MAIME  Orono, Maine

Career A sraln - Career Comer

* schedule student appointments using scheduling software,

® Answer phones and disseminate information o students, faculty and employers.,
* Assist the Recuiting Coordinator using database management software,

MACHIAS SAVINGS BANEK  Calais, Maine

Taller

* Cashed checks and performed cash advances for customers.

* Processedd deposis, withdrawak and pryments for personal and Business accoants on
an IBM -compatble compuier,

* Opened satety deposit box acoounts and assisted customers into andd o of the vaualt
tex access their booes,

* Balinced my cash drawer and did back-up wordk at the end of the day,

CALAIS ACE HOMECENTER Calais, Maine

Coatlier

* Responsible for cash sales, sales on account, layaways and making payments,
® Assisted customers successfully,




Combined - Education

Julia Oteerman
PO Box 1901 * Old Town, Maine * (14468

Phone: (207) 827-9133 * e-mail: juliacd @hotmail com

Compuier Skils

To cibiain i position a8 an dementary school teacher whese 1 cin provide chikben witha safe
and aurmring environment to grow, leam and excel,

2006-2010 Univerdy of Maine
ALY, in I demsmtaary Fiduration May 2070
* Conceririion in Spamisdh

* Senior Project; Fasdng Childres thrasgh Uring S ink dn the Clarr som

* Eligible for Sae of Maine K-12 Teacher Centification, May 2010

Crori, Meine
CiPAin majon 339

Presidenifial Acidemic Achievenent Award, 209
Marion Rich Waermeyer Award, 2009 - First Place for Senior Projed display

S bt turbe "E!:hlng
Brewer School Distdct, Brewer, Maine, Grades -5, 2008 (o present
Unicm 5, Perobscat County, Maine, Grades K-8, 2008 1o presen

Student Teaching

D Lewis 5, Libly School, Milford, Maine, Grade 3, Spring 2010

* Dedgned, inegrated and evaluated a unit on Mexice: language and Culnire
* Introduced and faciliaed sudent led Literaure Cincles

* anended and paticipated in Parent/Teacher conlerences

* Pamticipated in Kid and Compane Tagether or Saf Worrkshop

Pendleisn Sreel School, Brewer, Maine, Grade 1, Spring 2000

*Troegrated a unit on Weather ine all pars o the curioan um

* Assessed and encounged children as they developed reading smategies

* Sucoesshall y lesimied 10 wse an Audiony Trainer in onder tocommunicle with amaind reomed
busring irepaired snadent

* Antencled] parent medings and Garden Club meetings

* Incormporiled Comeandy sf Conigr language and ideas into own leaching

Four year concentrtion in Spanish
Proficient in Spanish with an undemanding of Poruguese
Tivexd cme menih in Urugueny, Soudh America

* Maine's lesrning Resulls
® Inremet in the dassroom

* Bdlingual Educarion
* Integrated cumionhim

O3 Town Daisy Girl Scout Troop Leader, working with children ages five and six, 200509
CEV Staff Member (Children's Tniemational Suromer Villages), orgniced and Bueliced
activities foe a geoup of lompcight eleven year old children, aimmer 2008

Resi dent Assistant, oversae genenal wd l-being of vventy women livingin donmitory, planned
s Facil i ec] eclucariorod progroms and ek b awaneness acivites, 20072006

.ﬂ:ﬁﬂq,ﬁ I.]:E:'l, Farernef ﬁ.hg!l'ﬂa", Fldsie Fﬁﬂdﬁ-ﬂ. .ﬂ-:l'.:i-{;l'.ﬁ:l E’:ﬁx

These Resumeés are Samples Only; They Provide Stylistic Ideas and Should Not be Copied

Chronological - Liberal Arts/ Communication

ABIGAILS.COLLINS
200 Center Street Apt 7 * Old Town, Maine 0468 * 2078275555 * abigail ool lins@®y ah oo, com

EDUCATHIN

ks o mar nioam a-_,l" Iﬂhm_p.r.rm.ﬁ .Huﬁ-.n_pm' nﬂ@'ﬂhﬂl KRy
iniversity of haine Oronioe, Maine
BA in Speech Communication, May 2010 (Concentration in Public Relations)
Accumulaive GPA: 361040 scaled Dean's List Socdent

Flaraaeh F:I".?;Ml'.ﬂ
* Recruded as Resenrch Assitant - Gender difenenser do coswmanisation of su-dne s mpater st
S0P for samier pakeasy.
* The Lngpartane of Puidic Bativns to the 1iahility of the Flaalth Care Tndastry
* The lnferms o Communicaie Compaens Upen Fasmat Retossartips presented o the College
of liberal Ans and Sciences Undergrachare Research Conlkenence

HONORS AND AWARDS
Presidential Aradionis A shizvement Piw - 35 o1 higher grade point average

Pl K P Mational Haomer Saeiny, University of Maine Chapler, Novenber 2009
Uity s Maine A4 Maine Wonsen Flomor Samioty, Historian, Class of 2010

Aliz 5. Abving A sadeweic Ashisvesm £ Sohadarchin, fouryeir lnition, 2006-2010

Chestor 1. Bgpurhar Mow Fopland Dintaat of Circle K Sshodamhin, 2006

Hammaford Flagional Vep o' Save Arademis Schalarchip, 2007

EXNFERIEMNCE

Speal Profets Asditant 20072010 [Maine Tt Progran: Chrsms, Maine
Waork closdy wih the direaor of the nuioring program as senior Intake Sall member, Interview studeris on a
regulary scheduled basis o access academic asdsance needs. Proces paperw ok for asd gnments, Demonsirae
ability o handle multple @sks with dficency and accumcy,
® Asist in processing payroll Tor a sl of 65 employes
* Devedoped and implemeried a public rebaions canpaign B the Tuior Program inchading the crestion of
pmotionl relerals: pres rdeses, public seedice announcerments, ad copy, brochures, news and feanire
siories and e for the home page on the Tnemet
* Cooreircited an oneline compuer conferencing sydem reauling in improved commurnication between
odfice and s a5 well as recuction in papersork.
* Deesigrrec] an el ive training program Ko five new emplovess: Flaw i Taprae [ Cospieing the ntoks
Eﬂﬁmﬁr

Barik Tller 20082009 Wey Bk of Maine At M aine
Frocessed Anandal tansadions acurrdy and drely,  Resolved customer probdems and provided curent
information about producs mned services,

* Recognized For daily acouracy in proofing procedunes

* Demonsrated tustworthiness and rdiabiling re-hired for three conseoutiwe summers

Redm! Sales Asiogate 2007 Farhizg Hag Clsthing Niors Laidon, Maine
Processed retail sales and returns,  Provided codomer service assistanog 1o shoppers,
* Exceeded minimum sales requirements per shifi, inchiding credit cird application sales

COMMUNITY INVOLVEMEMNT

Manna Soup Kilchen, T since 20065
Urniversity of Maine Cirde K Intematioml Chils, Presda (20050, Seontary (2008), Member snce Z007
* Orgarized service projects (o bendil campus and community
* Ratisesd oneer BEN0 For clarities through our Annual Chasiy Ball and Wadk for Flunsaoty Hund <riser




