
The Winning Resume:
• Is 100% honest
• Presents your most important data fi rst
• Emphasizes your assets and avoids your shortcomings
• Is brief, concise, and easy to read
• Avoids the use of personal pronouns
• Is free of grammatical and spelling errors
• Is limited to a maximum of two pages; sometimes even one page 
is preferred. 

Format & Layout:
• Your resume should be brief, well organized, and neatly 
printed on 8 1/2” X 11” resume paper
• Should be 10 to 12 point font, with a “textbook” style font 
such as Times New Roman or Garamond 
•  Should be single spaced and have a good balance between 
characters and white space
• There are two basic resume formats: chronological 
and functional.
• The resume format you choose should highlight 
your strengths.

Chronological:
•  The most common/traditional format.
•  List education and experiences in reverse 
chronological order.
•  Especially good for candidates with a strong history of 
directly relevant work experiences.

Functional:
• Organizes your most relevant experiences into skill areas.
• Provides employment history in a brief format.
• Works very well for career transitions, gaps in employment, 
or little or no work experience.

Personal Information (U.S. Standards):
• The only required information is your name, address, 
telephone number, and e-mail.
• Include information specifi cally asked for (i.e., alternate 
address, social security number, citizenship status).
• No other personal information should be included on a 
resume (i.e., hobbies, marital status, birth date, etc.).

Quali� cations/Skills Section:
• Replaces the ‘career objective’. 
• Stated either at the top of the resume or at the end. 
• Should be brief and concise.

Education:
• Include degree, major, minor, concentration, college, 
institution, city, state, and date of graduation. 
• You may include scholarships, honors, awards, special 
training, relevant course work, internships, and 
extra-curricular activities, especially those adding to your skills 
and experiences.

Experience:
• Include both paid and non-paid experience.
• Include your job title, the company name, city, state, and 
dates of employment.
• Provide detailed information about your experiences related 
to the opportunity you are seeking.
• Use strong, descriptive action verbs to describe your 
responsibilities and accomplishments.
• Provide quantitative information when applicable.

Additional Information:
• Include qualifi cation on equipment, licenses, certifi cates, 
language ability, computer skills, travel, publications, awards, 
and other achievements relevant to your career objective.
• Include professional memberships, offi ces held in clubs or 
organizations, community involvement, and relevant 
information augmenting your unique career experiences.

References:
• Do not list your references on the resume.
• List three to fi ve references, such as employers or faculty 
members, on a separate sheet of paper, utilizing the same 
resume heading. Include the reference name including their 
credentials, title, institution, with institutional telephone 
number, and e-mail address.

Resume Writing Guide
Your resume is often the fi rst and only impression an employer will 
have of you and your skills. Your resume should refl ect your quali-
ties and experiences most relevant to the position for which you are 
applying. 
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• 
H

ighly creative thinker. 
• 

Enjoys w
orking w

ith children in a project oriented w
ork environm

ent. 
• 

Strong w
ork ethic w

ith a determ
ined attitude. 

• 
Strong organizational and m

ulti-tasking abilities.  
• 

Participates in com
m

unity outreach including an anual free day of art for children in hom
etow
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for nine consecutive years.   
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• 

T
eaching - D

eveloped and taught various visual arts lessons in elem
entary classroom

 setting. 
Strong ability to create com

m
unity learning environm

ent betw
een students and student-teacher 

relationship. Strong ability to intuitively connect w
ith individual students and classroom

 
com

m
unity.  Focused on collaboration w

ith other teachers to create cohesive learning 
environm

ent.    
 

• 
C

om
m

unity Involvem
ent – Possess grant w

riting experience resulting from
 involvem

ent w
ith 

charter school experience-based farm
ing curriculum

 funding search. A
rtist-Educator 

C
om

m
unity A

rts Party w
hich serves over 800 children in a five hour period. M

ural design and 
organization of installation at city pool. O

rganizer and leader of A
nnual H

alow
een M

asked 
B

ike R
ide for three consecutive years.   

 
• 

A
rtist – Life-long passion to create various fine art and utilitarian ítem

s, including 
photography, w

eb-based art, paintings, pencil draw
ings, m

urals and furniture. Exhibitions in 
N

ew
 M

exico w
ith pieces derived from

 non-traditional m
aterials and m

ixed m
edia.     
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  m

ultibeam
	
  echosounder.	
  

• Extensive	
  physics	
  background.	
  
• SPSS	
  softw

are	
  certified.	
  
• Five	
  plus	
  years	
  AM

PS	
  experience.	
  
• Cartography	
  training,	
  2008.	
  
• Electrogravity	
  research	
  team

,	
  2008.	
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2006 - Present  

Thesis W
ork: “Periodic C

hanges in the Earth’s M
agnetic Pull, the A

urora B
orealis, and 

fluctuating M
igration Patterns in A

laskan K
odiak Population”   

R
elevant C

oursew
ork: 

o 
Fluids in Electrom

agnetic Fields 
o 

H
igh Energy Flux in Electrom

agnetism
 

o 
Electrical C

urrent and M
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rganic Life  
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IS Technician 
 

 
 

 
 

 
02/2008 – 05/2010 
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• 
Prepared	
  data	
  sets	
  and	
  m

aking	
  of	
  soil.
• 
Coordinated	
  and	
  supervised	
  the	
  w

ork	
  of	
  professional	
  and	
  technical	
  staff,	
  including	
  
research	
  assistants,	
  technologists,	
  and	
  technicians.	
  

• 
Studied	
  public	
  w

ater	
  supply	
  issues,	
  including	
  flood	
  and	
  drought	
  risks,	
  w
ater	
  quality,	
  

w
astew

ater,	
  and	
  im
pacts	
  on	
  w

etland	
  habitats.	
  
• 
Know

ledge	
  of	
  m
achines	
  and	
  tools,	
  including	
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  designs,	
  uses,	
  repair,	
  and	
  m

aintenance.	
  
Technician 
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• 
Planned	
  and	
  conducted	
  geological,	
  geochem

ical,	
  and	
  geophysical	
  field.	
  
• 
M
aintained	
  and	
  serviced	
  gravity	
  and	
  m

agnetic	
  fields	
  equipm
ent.	
  

• 
Investigated	
  the	
  com

position,	
  structure,	
  and	
  history	
  of	
  the	
  Earth's	
  crust	
  through	
  the	
  
collection,	
  exam

ination,	
  m
easurem

ent,	
  and	
  classification	
  of	
  soils,	
  m
inerals,	
  rocks,	
  or	
  fossil	
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ains.	
  

 	
  	
  


