RESUME QUTLINE

REMEMBER

There are no hard and fast rules for resume preparation other than they must be
pleasing to the eye and error free. The objective is to present your backgroud and
credentials in their most favorable light. There are many formats available, but you must

choose the one that best represents you.

> IDENTIFICATON  dressSaoe moetros ey i inwveraty . o

J B BJE TIVE Specify the kind of job or field of work you want. Be brief
D and concise. If you can not narrow %our goal toone  posi-
tion, consider Ieavm% it out altogether and develop a para-

graph in your cover letter.

Include major and minor subjects, degree and date re-

D EDUGAT"]N cieved, grade point if 3.0 or better, scholarships or honors
an related courses when apEroprlate. If there are numer-
ous, include under a seperate heading.

List jobs in reverse chronological order, the most recent
D EXPERIENCE first. Include voluntary work, work study, internships etc.

Include: position title; employer, dates 6f employment,

resposibilities (be concise, use action verbs and highlight

leadership experience.

> HONORS & s ctectve soouticnscnieyou
ACTIVITIES | |

D BACKGRUUND Fﬁgﬂggigecial skills, professional affiliations or hobbies.

D REFERENGES Ig\i/séiclsglgaSgﬁega%teesgg.ference sheet or stated as:

Molly Dunn
mollyd@muskingum.edu

E— Jackie VVascura
IMPACT CENTER Jkent@muskingum.edu




