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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, accomplishments,
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 resumé, be sure to present those items that
are most relevant to the employer first. 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. Sall yowrrelf Your resumé is a one page advertisement for you.
Employers are often eager to see internships, volunteering, school
activities and other non-traditional work on entry-level resumeés.
Most students have much more to offer than they realize.

2. Ute aaive languapre: Begin phrases with verbs to provide active,
exciting descriptions of your experiences. Example: Salesperson,
Smith Shoe Store, Portland, Maine. Assisted dlients with selection of
shoes, developed and promoted spedial marketing events, trained
new employees and monitored cash.

3. Be consimert |Jse the same pattern of spacing, order of information
that is presented, boldface type and underlining throughout the
different sections of your resumé.,

4. Preseut fnformuaion in reverse chronolgical order: List education and work
experiences within each category by starting with the most recent
item first.

5. Check for grawemar: Make a good firstimpression with a potential em-
ployer by avoiding misspellings and poorly constructed sentences.
6. Enure that it ir neat and vissally abpealing: Choose high quality paperin
white, off-white or other conservative colors.

Resumeé Content Areas

The following categories can be used as guidelines to assist you in or-
ganizing a resumé. In constructing a rough draft, do not be concerned
with length. Remember, categories may be omitted or added in later
revisions. There are many different ways to organize a resumé. Be cre-

ative, but also be honest. The following are descriptions of the basic
categories of the standard resumé:

* Wame, Address, Telephone and E-muail: Present yourself with the
name you use in your personal and business life (nicknames should
be avoided). If you 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 indude 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 Hotmail).

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

a A pamion qi @ elmeniary school teacher albming e o provide chilkdren wath an
enronmen i pdich they azn kb and grow

B _Anentry-deved qecovonting forison theat il allow e to abpd) nry skl aned further develpp
& A peton i q Aaboratory sttt requg biah mamution, orgaymon ol
commmmiaEon Sl and a orong work et

* Educadon: This category is particularly important if you have not
had a great deal of work experience. List your most recent educational
experience first. Include your degree (A5, B.S, BA, etc.), major,
institution(s) attended, date of graduation, minors or concentrations
and any spedal workshops, seminars, related coursework or senior
projects. Also include your GPA. if it is a 3.0 or higher (either overall
GPA. or GPA in major).

* Commpurer Skills: If using computers is a necessary skill for the job
you are seeking, be sure to include this section.

Bample:

Software: Microsoft Office: Word, Access, Excel, PowerPoint. Hard-
ware: PC, MAC, UMNIX.

* Acrivities, Honors and Leadership: Extracumicularexperiences canbe
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 illustrate how your past responsibilities comespond to the
skills that the curment job requires.




Consider the alewts thea the fllnssng acivities reguire:
Athletics: teamwork and time management skills

Performing or fine arts: communication skills, creativity, and the
ability to meet deadlines

Volunteer work: leadership skills and the ability to work effectively
with people (eg, children, the elderly)

If you are having trouble describing your 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 toeam.

* Wk Experience: Many students have limited paid work experiences
but have been involved in volunteer, internship, practicum or student
teaching experiences. Remember, a potential employer 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.

Indude the following details about each experience: the title of your
position, name of the organization, location of work (town, state), and
dates (ag., Summer 2011; 2011-2012 academic year).

Describe your work responsibilities with an emphasis on achievements
rather than past duties. Use action words to communicate your skills
(see action word list on the next page). List the most important and
related responsibilities first. Be brief with the imelevant experiences
or omit them.

* Imterests: This is sometimes used to evaluate your suitability to a

geographic area or to understand your “personality type”’ Include this
section if you have available space. Include sodal or civic activities,
health and fitness or sports activities, or hobbies that indicate how you

spend your leisure time.

* References: Be sure to ask individuals if they would be willing to
be a reference for you prior to mentioning their names to prospective
employers. Mames of individuals are not usually listed on the resumé
{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 Resumeé

Many students distinguish paid from unpaid work; however, there
is nothing wrong with listing various types of experience under one
heading. For example, if you're applying for a position as a Web
designer, you may include both a paid Web design internship and
a significant design project you completed for a course under your
"Work Experience”heading.

You may also include extracurricular activities and volunteer work
under your experience 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 dub, but only attend the free monthly
movies, you should confine your description to an “Activities” or
“Interests” section.

Consider dividing your experiences into “Related Experience” and

“Other Experience;” or be more specific in your divisions. For example,
if you have a significant number of relevant academic experiences,
you may want to indude a section entitled, “Related Academic Experi-
ence’ In this way, you can call more attention to your relevant skills by
putting them in categories dloser 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 Resume Unique

You may want to develop your own categories to highlight your spe-
dial relevant experiences and skills. Here are examples of additional

categories that you might want to consider using:

Related Experience
Related Courses
Internship Experience
Workshops & Conferences
Travel

Accomplishments
Miliary Bxperience
Additional Information

Student Teaching Experience
Technical Skills

Qualifications Surnmary
Volunteer Activities
Certificates

Leadership Activities
Professional Affiliations
Language Proficiencies

In place of “Related Experience” you might wish to indicate your
specific area of study or concentration in the category heading (eg,
Business Experience, Engineering Experience, Human Services Expe-
rience). You may also want to add that work was performed to eam
a certain percent of college expenses. For example: Eamed 75% of
college expenses through the following part-time jobs.

Customize Your Resumeé for Different Positions

Resumés should be tailored to the particular job you want, with specific
information emphasized in order to grab an employer’s attention. 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 is looking for
or talk to someone in a comparable position at a similar company.

* Find appropdate keywords: Mowadays, a computer is more likely
to scan your resumé than a human. Many companies and recruiters
are using computer-based automated tracking systems to 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 management, MBA.

* Orther tips for scarmable resumeés: 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 to which you are
applying uses such software. If it does, print your resumé on white
paper and do not italicize, underline, or boldface. Avoid omate fonts
and fonts in which the characters touch. Standard serif and sans serif
fonts in 11 to 12 point size work best. Use vertical and horizontal lines

sparingly. Also, avoid graphics and shading.




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

discovered
drafted
edited
eliminated
enabled
energized

achieved collaborated
acted
activated
acquired
adapted
addressed

administered

composed
condensed
conducted
constructed
contracted
converted enforced
envisioned

established

analyzed coordinated
counseled

created

anticipated
assembled evaluated

assigned cultivated expanded

assisted customized
audited
budgeted

calculated

explained
forecasted
formed
founded
generated
guided

demonstrated
designed
developed
devised
directed

centralized
changed

Preparing Your Resumeé to Send via E-Mail

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

* Considering file formar: In general, you should prepare your resume
as aWord 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 .riffiles are ideal
if you will be printing 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 spedial characters, and
save your resume as a plain text (e.g., .oct) document. Finally, you
may be asked to convert your resume to a PDF file. Look over your
newly created PDF file carefully as errors in formatting often occur
during conversion. If you encounter problems converting .doc or
urif files to POF format, first convert your resume to plain text file,
then create a PDF from that file.

* Gewerally sheaking, do not subeuit @ resumé as an artachmeny: Although it is
easy to attach your resume, many experts recommend including
the text of the resume in the body of your e-mail instead of using
an attachment. Prospective 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 resume with your application, thendo
so. Or, if an employer requests that you send a resume as an e-mail
attachment, they will probably specify which formats are acceptable.

* L iimait exachh e #ns yosr ressmeé 7o 6.5 characrers: Most e-mail programs wrap
text around at 65 characters. That means any line longer than 65
characters is going to be cut off and dropped down to the next line.

hired
improved
initiated
informed
inspected
instituted
interpreted
interviewed
introduced
invented
investigated
jump-started
launched
maintained
managed
marketed
minimized

mobilized
monitored

solved

staffed
started
strengthened

programmed
promoted

motivated publicized
published

recommended

negotiated
obtained
opened

surveyed
recruited supervised

operated recrganized taught
tested

trained

organized repaired

originated reported

oversaw researched upgraded

performed resolved utilized

persuaded restored wrote

picneered reviewed
revitalized
scheduled
selected

simplified

planned

prevented
prioritized
produced

* Take your e-resumé out for a resr-drive: E-mail your resume to yourself,
because 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 correctly. 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 transferring the text file to a prospective
employer for the first time.

* Inchugk 3 coner k- Cover letters that accompany e-resumes should
be brief and concise. Be sure to indicate which position you are
applying for, what your qualifications are, and what you can
contribute to the company. Insert your cover letter above the
resume in the body of an e-mail.

* Subject of the e-mail message: Use the advertised job title 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
resume to the appropriate person.

* Maks o backsp: Be sure to save a copy of your resume on a disk, a
thumb drive, and on your hard drive. You also want to be sure to
bring a paper copy of your resume with you to all interviews in case
the employer has misplaced the copy that you sent electronically.

¥ 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
you 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 floor of the Memaorial Union. **

The University of Maine does not discriminate on the grounds of race, color, refigion, sax, sexual
orientation, including transgender status and gender expression, national origin, citizenship
status, age, disability, genetic information, or veterans status in employment, education,
and all other programs and activities. The following person has been designated to handle
inquiries regarding nondiscrimination policies: Director, Office of Egual Opportunity, 101
Worth Stevens Hall, 207 581.1226.




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

Combined - Biology Functional - Business

SHALYN CHASE
shalync@hotmalloom

Lauren Michelle Martin
1054 Main 5t.
Glenburmn, ME G401
(207)826-5318
Imma7 @hatmalloom

Current Ackd ress
Apt.B16TalmarWeod
Orono, ME 0447 3

Permanent Address:
436 Brown CoveRoad
Lewid tasn, ME 04240

OBJECTIVE:

EDUCATIOM:

ADDITIOMNAL
INFORMATION:

A position ina laboratory setting requiring high motivation, org anlzati onal
skilk, astrongweorkethic and welldeveloped commun kcation skills.

UMIVERSITY OF MAIME, Croneo, ME
B.5. Blology, May 205X

Ganetics Blochemitry and Lab
Ewaolution Cellular Blology and Lab
Micrablology and Lab Malecular ard Cellular Blolegy

UNIVERSITY OF MAINE, Crano, ME

Dr. Irdn g Kornifield's Research Lab

Laabanatery Al May 20006-May 200X

* Performed DNA extractio re ona divers ity of vereb rate and | iverteb mte sa mples

* performed PCR and agarcse g el electrophoresis

® Asskted Inacrylamide sequencing of microsatell ite loc |

* Ewecuted data entry on programs such as M5 Excel

* Respon d ble for general laboratory maint en ance induding deaning and autodavng
* Researched rmany outdde sources on behalfof Dr. Kemfield and gradu ate students

UNIVERS ITY O F MAINE, Ore no, ME

Dr. Jarnes MeOeawve's Research Lab

Labanatry and Firid Aide May-5eptember 200

* Aslsted In cormp rehensivefield gudy of the eel populations in & Avers in Maine, Dutles
Included collectionofs pecies, collection of data of individuak such as wedghing, mees uring
length, sexdeterrrination, atolith extra ction, ermbedding cutting. polishing, staining and read ing

®Executed dat aentry on programs such as MSExce

* Fes ponsl ble for general la bo rEto iy malintenance

UNIVERSITY O F MAINE, O o, ME

Support of Sclence Students

Tatar and Stude ¢ A sademnic Adviser Septem ber 20002000

* Organlzed weel ytut oring meetings In most first and second year courses
= Amisted gudents in leaming good gudy habits and test taking techniques
* Outlined basic concepts in group learming setting

* Organlzed cutside events for students’endchment and leaming

* Fes ponsl ble for the Resou e Room including the com putes and redkeences

Alpha Philrmemational Womend Fratemity Secrea g, Guaed, RushChaig Wiee President of
Recruitrrentt Rape and Seael Asauk Committes Support for Sdene Students Prism
‘earbock Senvice Baerd; Panhellenic Courcil

Experience In PC and Mac software

Enjoy working with others ina team atmos phene

Fesl gratiflcation when warking inthe scence fleld especialywhen indvidually wakingtohep
mest acommaonand central goal.

(207)866-3333

EDUCATION

ORGAMNIZATIOMNALS
MAMNAGEMENT
SKILLS

COMMUNICATION
SKILLS

ADDIT Y MAL
TNFORMATHIMN

(207) 7a4-8822

EBS, Unlvers ity of Maine O mono, ME. May 206X
Maj or: Budnes Administration
Double Concentrat kon: Management and Mar keting

* Developed acompany-wid e Custorner and Empl oyee Safety and Security
Training Program for ap proximat ey 125 emiployess,

* Organized annud public redatlons & community events Sarrs Plzza).

* Successfully motivated em ployess to particl pate Insummer pro mathons.

* Served as an adminigrative lalson between managemernt and its
franchbeowners,

* Completed dallyfinandal reparts.

* Trained and @ pervised new employees

"D egated tasks,

* Experlenced with Microsoft Office: Wo rd, Excel and PowerPol nt
software & well as CORELS, SYSTAT and the Interm at.
* Implemented the € wtomerand Em ployes Safety and Security Tralning
Pragram.
4 Parﬂclpatad In cormmerclals and training videos as an actor and scrl pt writer
* Handled cugtamer concernsand comp lalnts.
* Informed Unlversity of Mane Alumnl about current events and cleared
up many meundestanding betwesan them and the Unhversity.

* Oganized ard Implemeanted s ummer promotiors forSamt tallan Foods
and its franchises

= C reated daily achverts ing schedu les and distrl buted t hem to the media.

* Asdaed intheresearch and develop ment of cormmerdals.

* Purchased I nventory.

* Pemonally genemted pledges from Alumnito belp s up port the Unversity
of Maine.

20002000, Sarn's It allan Foods Lewldon, ME

20002000, Univers ity of MalneGeneral Alumnl Assoclation's Annual
Alurnn| Fund Phanathon, Crona, ME

20020, Bear's Den. Memorlal Unlon, Orono, ME

® Artended Chamber of Commerce Semninars on Marketing and Custamer
Satkfact kon,

* Co-authored a chapter in The Maine Gu ide for Small Business pu blish ed
by theMaine Business School at the Univers ity of Maine in May 20004

* Earned forty percent of college expenses

= Al lity to communicate In French at an interrmed late | evel.

*Enjoy outdoor recreational and sparting activities,

= Active In my religlous commun ity.




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

Chronological - Technical

Camgn s Addreg:

5716 Calvin Hall Rm 2014
Uniwersity of Malne
Orono, ME D4455-5731

207-5B81-1111

OBJECTIVE

EDUCATION

PROFESSIONAL
MEMBERSHIPS

Theodore Jarvela
Jarvela? 1@hotrmal l.oom

Pemanens Addresz

501 Main Strest

Old Towm, ME 04458
2078270000

Ta abtain a mechanlcal engineering positionwhere | can effectively apply my engineering
knowledgeand kills

B.5, Mechanica Enginesring Technology, May 20

Unhversity of Malne, O mno, Malne

®3.2%4.0 Curmnul ative Grade-Palnt Average

* Senlor Deslgn Project - Team project consisting of design and & brication ofauto matic
wheelchalr brakes for peop le with [rp alred mermory

* Sy ceesdfully compl eted the Fun damentd s of Engineering Examinatlon

Co-op Engineer, Physlcal Plant Department, Colby College - Waterville, Mane
May through August 20X

* Developer plars toseparatesten m lines supply ing the Deyes sclence bullding laboratores from the
lines supplying bulding heat, ensudng a consta i supply of geam forthela bswhenthe heating supply
I shut off.

* Located and recorded the locations of under groun d utilitles for the MoCann Road Storm
wia er drainage replacement projed. Contractors used this informatl oh during Bdding and
const ruct kon.

* Created schematic drawdngs of S eam Plant plping using Microgation, tobe ussd during
Im plementation of lackout safety procedures for equipment undemaing shutdewre o rrepais.

* Scheduled carmpus HVAC (Heating, Veritilating and Alr-conditioning) equipme it for preventative
rmantenance udng TMA (The Malntenance Authcrity) software,

* fsdsted inwarlous other projecs induding: new underground steam line, dernolition and
Ingalltion of hockey Ank dasher boards, ssimming pool rhab, phaegraphy studioventilation

gystem, safety projects, gatheringdata.

Orchardist, Gl O rehanck - Alfred, Maine
Full-time: 205X to 205X Part-time and summers: 20X to Presant

* Performed tasks ssod ated with the culture, sale, and processing of apples for a 180-acre
appleanchand.

Studerit € ha pter Scholas hip Awarnd from theMaine Chapter of ASHRAE
Dean's List

Treasu rer of Univer dty of Maine ASME student chapter

Treasurer of Univer dty of Maine A5HRAE student chapter

Tralning Includes: AutoCA D, CADACAM, TMA (The Maintenance Authorl ty)
Pascal, Basic Experi e ce with Win dowes, Micresoft Office, Mathcad, TH Solver,
Microstation

American Sockety of Mec hanical Engl neers
American Sockety of Heat Ina, Refrigersting and Alr-Conditioning Erginesms

Chronological - Business

Cumrent Addness:

100 Park Street Apt. 7

Orong, ME 04473
(207) 866-0122

OBJECTIVE

EDUCATION

HOMORS/
ACTIVITIES

RELEVANT
EXPERIENCE
Fall 203X -Prese nt

Summe s 2000K- 200K

Ealanda M. Carandy
kearandy@gmail com

Permanant Add ress:
67 FernLane

Calais, ME 04619
(207) 454-5555

Anentyleve accounting position tat will allow me to contribute my skill s and
further develop rmy knowledge af accourting

LIMVERSITY OF MAIME Crono, ME
B.5 Business Adrninistration with a concentration in Accounting
Expected graduation date: May 2000 GPRA: 330

Principles of Accounting | & I
Intermediate Accounting | & I
Cost Accounting

Auditing

Legal Emvironment of Business
Principle s of Manage ment
Federal Taxation of Individuals
Finance

Dean’s List, First Mace Regional Business Competition - Advance d Keyboarding,
Academic Achievement Award, Mational Honar 5 ociety, Yearbook Editor,

LMVERSITY OF MAIME Crono, ME

Carmsr Aduddant - Carser Canier

* Schedule student app ointrments udng scheduling software,

* Answer phone sand disseminate inform ation to student &, facultyande mployers,
* Assist the Recruiting Coomdinator using database manage ment software,

MACHIAS SAVINGS BANK Calais, ME

Teder

* Cashed checks and performed cash advances for customers,

* Processed deposits, withdrawals and paymerts for personal and business accounts on
a1 [EM-compatible computer,

* Opened safety deposdt bad accourts andassiste d custormers into and out of the vault
toaccess their bages,

* Balanced my cash drawer and did ba de-up work at the end ofthe day.

CALAIS ACE HONECEMTER Calais, ME

Calrer

* Regponsible for cash sales, sales on account, layaways and rmaking payments.
* Assisted customers succe ssfully.




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

Combined - Educaton

Julia Otterman
PO Box 1901 * Old Town, Maine * 04468
Phone: (207) 827-9133 * juliaod 1@hotmail.com

Tooktan a position as an dementary school teacher where | can provide children with a
safeand nurturingemvionment to grow leam and excel,

B.AIn Elernentary Educatlon May 20X
GPA:3.25  GPAIn major: 3.5

* Con centration In Spanish

* Senlor Project: Fessing Chitdren threegh Uldeg Spamish o the (o
* Higible for State of Maine K-12 Teacher Certification, May 203

Presid ential Acadernic Achlevernent Award, 200
Maria n Ric h'\Watermeyer Award, 20X - Fist Place for Senlor Project diplay

Substitute Teaching
Brewer 5 hool Ditrict, Brewer Maine, Grades K-5, 200 to present
Unlan 90, Pen cbscot County, Malne, Grades K-8, 20X to present

Soudent Teaching

Dr. Lewks 5. Lib by Se bool, Milio e, Maine Grade3, Fall 200X

* Designed, Integrated and evaluated a unit on Mexdco: Lan guage and Culture
* Int roduced and facilit aed studert led Literature Creles

* Attended and participated in Parent/ Tea cher conferen ces

* Particpated in Kids and Compamy: Tagaher for Saibsy Workshop

Pendleton Street School, Brewer, Malne, Grade 1, Fall 2000(

* Iritesgy rabexcd @ un it on 'Weather into all parts of the currculum

* Amessed and encouraged children as they developed reading strategles

= Succesfullyl eamed touse an Auditory Trainer in ordertocommunicate with a manstreamesd
hearing | mp alred su dent

® Attended parent mestings and Garden Club rmeat ings

* Incorpo rated Cameniy o Cani language and ideas into own teac hing

Fouryear concentration inSpankh
Profident in Spanishwith an understanding of Port uguese
Lived enemonth |n Uruguay, South America

* Maine's Leamning Results
® Intermet inthec lags oo m

* Bilingua Edu catlon
* Irvbexg ratesd € urrkc ulum

O d Tovoms Dvaai sy Girl Scoant Troop Leader, working with ¢ hild renages fiveand s b, 2000(-X X
CISV Seafi Member (Childrens International Surnmer Willages), organized a nd faclitated
acthvities for a group of 48 eleven-year-old children from 12 countries, s ummer2 06

Camp Winmeha go Coumselor,/Li & Guard, Planned prograrm acytities. Organized surmmer camp
and school vacation actities. Superyised water playand enfiorced water safely rules, supmrme r 2000

Bveryday Mahematics Tralning, Teach er In-servive Day October 200X
Clags roon Mangement, Profes onal Developmerit Deay Marnch 203
Rubrics and Asessrrent, Teacher | n-serdce Day Feb, 2000

Chronological - Liberal Arts /Communication

ABIGAIL S, COLLINS
200 Center Strest Apt. 7% Old Tow n, MalneO4468 % 207 B27-5555 * ab lga lloolll redya hoocom

EDUCATION

Wardra o moingmnm aff 10 Basers per weedk £ og i aonderrad ofwlies
Undversity of Maine  Orono, Madne
BA In S peech Communicat lon, May 2000 (Concent mtlon in Public Relations)
Accurnulative GPA: 3.67 (4.0 scale) Dean's List Student

Besvarch Progesie
* Feec rutted & Research Ass Btant - Cends g o communiation o se-dne compader sgpant
g e fam e oalienrd
¥ The Imppartans of Pubdic Ralations fs the 1iability of the Haalth Care ndustry
* The Influrmen af Commumizatie Compatens Upan Hasmate Helagonadipsp resented at the College
of Liberal Arts and Scences Und ergraduate Ressarch Conferen ca

HOMORS AND AWARDS
Preidenrial Aradmeis Asisvewenr Pin- 35 or higher grade point average

Pl Eagpytu P N atlin o Hansr Saedery, Universty of Maine Chapter Novernber 205X
lmiseraty o Mafne A8 Maine Bomen Flonar Ssgegy, Historl an, Qass of 0%X

ebdin 5. A P adeiz Aedeaement Seadaradip, four-year tult lon, 2000- 20X
Chester B, Bagustas New Eingland Dignia of Cinde K Sedodansip, 20XX

Hanngtend Hagismal Shap 0" Save A cademic Shadarship, 2000

EXFERIENCE

Stecial Projects Asggand 20002000 [ Pdeatne Tiutsr Program Cirins, Maatns
Wiork closely with the director of the tutoring program as senlor Intake Staff member Intervdew students on a
reqqularly scheduled basis to access academic asd g ance nesds, Process pap erwork for ass gnrments, Demonstrate
abllity toh andle multiple tasks with eficlency and accuracy.
" Asskt in processing payroll o rastaff of & employess
* Developed and mplermented a public rd ations campalgn forthe Tutor Program including the creation of
pEmotiona | materiak : press eleeses, public seiv ke annourements, adcopy, brochues, nevws and e e
stories and test for the horme page on the Internet.
* Coordinated an ordine com puter corferncing system resulting Inim proved com munication between
affice andtutors as well as reduction inp aperwark
* Deslgned an effectivetralning prog ram for five new employees Fla s Dnpree Ulne Coplng o Tniaks

einnage

Bari: Tellr 2000 X200 Ky Bank 8f" Magne Auburs, Main:
Precessed financlal transactio re accurately and timely. Resoled customer problems and provided curment
Infermation about products and services

* Recognized fordally accuracy in proofing proced ues

* Demonstrated trustworthiness and rellability; retired for three consecutive summers

Betad Sales Avmaals XX Frashinn Hug Clathing Sivre Lewguisn, Maine
Processed retall sales and retums Provided customer serdlce assistance to sho pp ers,
* Biceed ed minimum sales requirernents per shift, Including cred it card applicatl on sales

COMMUNITY INVOLVEMENT,

Manna Soup Kitchen, |- s since 2000
University ofMaine Clrcle K Imtemational Club, Predder (20000, Semviary (20000, Mamber slnce 200
* Organized service projects to benefit campus and commun ity
* Ral sed over 56,000 for charitles through cur Annua Charty Ball and Walk for Humanity fund-ralser




