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Section I 
 

“WHAT IS A RESUME?” 

or 

“HOW DO I CRAM MY WHOLE LIFE ONTO ONE OR TWO PAGES?” 
 

Resume (from the French "resume" meaning summation) is defined in Webster's New World Dictionary 

as a "summary; a set of accomplishments." 

 

While it is true that a resume is a summary of your accomplishments, it is also an advertisement for a 

product< and the product is YOU!  It must be a neat, written communication that clearly demonstrates 

your ability to produce results in an area of concern to potential employers, in a way that motivates them 

to meet you.  Keep in mind... 

 

A RESUME DOESN'T GET A JOB.  A RESUME GETS AN INTERVIEW! 
 

It is rare when someone secures a job solely on the basis of a resume.  However, well-qualified people 

may not be considered for good positions because of poor resumes, while less-qualified persons greatly 

improve their chances to get interviews by developing good resumes.  

 

This chapter is designed to help you in the preparation of your resume.  Remember, there is NO magical 

formula for writing a resume.  Your resume should be as unique as you are.  Use the information given 

here as a guide.  DO NOT try to adapt your background to fit the resume; rather, adapt the resume to fit 

your background. 

 

 TIP! With a resume, there really is no “right” or “wrong.”  Every employer has 

  different tastes.  We can tell you what is GENERALLY accepted, but you must 

  feel comfortable and confident with one or two pages, the way it looks, the color 

  paper you use, the style, the descriptions, etc.  When in doubt, go conservative!  

 

Several sample resumes are included in this guide.  Remember that these resumes are samples and 

should not be copied by you.  Can you imagine an employer receiving fifty resumes that look almost 

exactly alike?  So increase your employment possibilities... create a resume that is yours and yours alone! 
 

 

WHERE TO START, WHERE TO START . . . 
The best beginning is your name, that is, your proper name and no nicknames.  This is followed by your 

complete address, telephone/cell number and email address.  Make it easy for a potential employer to 

contact you:  include both university/temporary and home/permanent addresses when appropriate.  
 

• EXAMPLE #1 •                                      ANITA GOOD JOB 

anitagoodjob@yahoo.com 

123 Breyer Lane • Leafhome, PA  70901 • 814.555.0220 
 
 

• EXAMPLE #2 •           Anita Good Job 

                                                             agjob12345@huskies.bloomu.edu 

   University Address       Permanent Address 

   Penn Argyl Street Apt. E      123 Breyer Lane 

   Bloomsburg, PA  17815       Leafhome, PA  70901 

   (570) 204-1111 (cell)       (814) 555-0220 
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• EXAMPLE #3 • 
 

Christopher Fink 
 

             310 Chestnut Street • Philadelphia, PA  19102 • (215) 111-1111 • cfink@gmail.com 
 
 

OBJECTIVE 
If you choose to include this section in your resume, it may be titled: OBJECTIVE, CAREER OBJECTIVE, 

POSITION DESIRED, etc.  Your statement briefly communicates to the employer what kind of job you 

want (your focus) and what you can contribute to the company.  Avoid the use of pronouns such as “I” 

and “me.”  Be cautious of flowery, philosophical objectives.  Determine how the employer can benefit 

from hiring you and say so in the objective. 
 

You may wish to eliminate this section on your resume if you are uncertain of your objective or if you feel 

it would exclude you from other positions you might be interested in.  You must then state your objective 

in the cover letter which will be sent with your resume to an employer. 
 

Some individuals will have several resumes, each one with a different objective.  This is appropriate if 

you may be interested in a variety of positions. 
 

• EXAMPLE #1 • To obtain a position in environmental science with (name of company). 
 

• EXAMPLE #2 • Counselor position in human services; special interest in helping children. 
 

• EXAMPLE #3 • Pursuing a career in finance to apply business experience and education.  
 

• EXAMPLE #4 • Elementary teaching position at (name of district) utilizing education and experience. 

  

 TIP! You can send your resume to an employer in a standard-size business envelope, 

or you might choose to use a matching or manila envelope so that you won’t have to 

fold the materials. Whatever you choose, be sure to use enough postage! 
 

 

EDUCATION 

For most recent college graduates, the most qualifying experience they have is their degree.  Be sure to 

include college/university name, city and state, month and year of graduation, degree earned and major.  

You may also wish to include GPA, GPA in major, relevant coursework, areas of concentration, minor or 

career concentration, and/or outstanding academic achievements.  The order is up to you, but remember 

that it’s helpful to lead with your strengths.   
 

This section should first list highest educational level completed and should include all 

college/universities attended for a significant amount of time.  For example, if you earned a few credits at 

another institution during the summer, there’s no need to include that information.  But, if you 

completed, say, 32 credits there, be sure to include that information.  High school information is generally 

not used once you've completed college, but can be used if it will definitely help you secure an interview. 
 

• EXAMPLE #1 •  Bloomsburg University, Bloomsburg, PA - Month & year degree granted 

   AACSB accredited College of Business    

   Bachelor of Science in Business Administration 

   Major:  Management  

   Major GPA - 3.21  

 

• EXAMPLE #2 •  Bachelor of Science in Education    Magna Cum Laude 

   Dual Major: Elementary and Special Education    GPA:  3.75 

   Bloomsburg University of Pennsylvania                 Month & year degree granted 
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• EXAMPLE #3 •  Master of Business Administration, Month & year degree granted 

   Bloomsburg University of Pennsylvania 
    

   Bachelor of Science in Business Administration, (Month & year degree granted) 

   Major:  Finance  

   Indiana University of Pennsylvania 

    

• EXAMPLE #4 •  Bloomsburg University, Bloomsburg, PA (Month & year degree granted) 

   Bachelor of Arts:  Biology    Concentration Area:  Microbiology 

   GPA - 3.26 
 

   King’s College, Wilkes-Barre, PA (Years attended) 

   General Studies - 45 credits completed 
 

• EXAMPLE #5 •  Bachelor of Arts in Art History   Month & year degree granted 

   Minor in Business    Major GPA: 3.15 

   Bloomsburg University of Pennsylvania 
        

Related coursework includes: Ancient and Medieval Art, Italian Renaissance 

Art, Art History of the Far East, Principles of Marketing, Financial Accounting, 

and Computer and Information Systems       

  

 TIP! Begin putting together your "Experience" section by jotting down all your FT/PT jobs, 

internships, academic honors, leadership positions, class projects, club or group/ 

committee activities, special recognition awards or certifications, volunteer 

involvement, participation in conferences, etc.  Don’t worry about the wording at this 

point.  Simply make yourself a list, and then organize the information using the action 

verbs listed on pages 4-6. 

 
 

EXPERIENCE 

This section might also be called EMPLOYMENT; however, if some of the experiences you wish to 

include were not actually paid jobs, the word EXPERIENCE can be a catch-all.  You may want to divide 

this part of your resume into two sections: 
 

1.  RELATED EXPERIENCE or INTERNSHIP, if applicable 

2.  OTHER EXPERIENCE or WORK EXPERIENCE or EMPLOYMENT HIGHLIGHTS   
 

The RELATED EXPERIENCE section will highlight experiences you have had that are directly related to 

your OBJECTIVE statement.  Take a look at the list you’ve compiled.  Do you have any experiences that 

relate to your objective and field of interest? If so, you may want to use one of the headings listed in #1. 
 

This section will be arranged in reverse chronological order (most recent first).  Each entry includes name 

of employer, city and state, job title, dates of experience, and usually (but not always) a description of the 

job responsibilities.  It’s perfectly okay to make up a title for a position if it did not have one, as long as it 

reflects the position accurately and honestly.  The placement of the above items is up to you. 
 

Many college students with “typical summer jobs” have difficulty describing them.  Be creative.  Think 

about the skills you gained or strengthened. DO NOT misrepresent the job to the potential employer. 
 

For example:  “Waited on tables and served food.” 

could become:  “Provided friendly, efficient service. Assisted in resolving customer concerns. 

Strengthened communication skills through daily contact with customers.” 

or:   “Worked part-time in fast-paced eatery to assist with college expenses.” 
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The use of action words in this section will help you bring your experiences to life. DO NOT use 

complete sentences.  Short phrases (fragments), beginning with ACTION WORDS are most effective to 

describe your experiences and skills in this section.  Here is a list of action verbs by skills categories: 

       

Action Verbs by Skills Categories 
 
 

                              Soft Skills                    Hard Skills 
                                        Communications Skills                           Financial Skills 
                                        Creative Skills                           Management Skills 
                                        Helping Skills                           Research Skills 
                                        Organizational Skills                           Technical Skills 
                                        Teaching Skills   
        

Communications Skills   
Addressed 

Advertised 

Arbitrated 

Arranged 

Articulated 

Authored 

Clarified 

Collaborated 

Communicated 

Composed 

Condensed 

Conferred 

Consulted 

Contacted 

Conveyed 

Convinced 

Corresponded 

Debated 

Defined 

Developed 

Directed 

Discussed 

Drafted 

Edited 

Elicited 

Enlisted 

Explained 

Expressed 

Formulated 

Furnished 

Incorporated 

Influenced 

Interacted 

Interpreted 

Interviewed 

Involved 

Joined 

Judged 

Lectured 

Listened 

Marketed 

Mediated 

Moderated 

Negotiated 

Observed 

Outlined 

Participated 

Persuaded 

Presented 

Promoted 

Proposed 

Publicized 

Reconciled 

Recruited 

Referred 

Reinforced 

Reported 

Resolved 

Responded 

Solicited 

Specified 

Spoke 

Suggested 

Summarized 

Synthesized 

Translated 

Wrote 

        

Creative Skills     
Acted 

Adapted 

Began 

Combined 

Composed 

Conceptualized 

Condensed 

Created 

Customized 

Designed 

Developed 

Directed 

Displayed 

Drew 

Entertained 

Established 

Fashioned 

Formulated 

Founded 

Illustrated 

Initiated 

Instituted 

Integrated 

Introduced 

Invented 

Modeled 

Modified 

Originated 

Performed 

Photographed 

Planned 

Revised 

Revitalized 

Shaped 

Solved 

        

Helping Skills     
Adapted 

Advocated 

Aided 

Answered 

Arranged 

Assessed 

Assisted 

Clarified 

Coached 

Collaborated 

Contributed 

Cooperated 

Counseled 

Demonstrated 

Diagnosed 

Educated 

Encouraged 

Ensured 

Expedited 

Facilitated 

Familiarized 

Furthered 

Guided 

Helped 

Insured 

Intervened 

Motivated 

Prevented 

Provided 

Referred 

Rehabilitated 

Represented 

Resolved 

Simplified 

Supplied 

Supported 

Volunteered 

http://workbloom.com/resume/action-verbs-skills.aspx#Communication Skills
http://workbloom.com/resume/action-verbs-skills.aspx#Financial Skills
http://workbloom.com/resume/action-verbs-skills.aspx#Creative Skills
http://workbloom.com/resume/action-verbs-skills.aspx#Management Skills
http://workbloom.com/resume/action-verbs-skills.aspx#Helping Skills
http://workbloom.com/resume/action-verbs-skills.aspx#Research Skills
http://workbloom.com/resume/action-verbs-skills.aspx#Organizational Skills
http://workbloom.com/resume/action-verbs-skills.aspx#Technical Skills
http://workbloom.com/resume/action-verbs-skills.aspx#Teaching Skills
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Organizational Skills     
Approved 

Arranged  

Catalogued 

Categorized 

Charted 

Classified 

Coded 

Collected 

Compiled 

Corrected 

Corresponded 

Distributed 

Executed 

Filed 

Generated 

Incorporated 

Inspected 

Logged 

Maintained 

Monitored 

Obtained 

Operated 

Ordered 

Organized 

Prepared 

Processed 

Provided 

Purchased 

Recorded 

Registered 

Reserved 

Responded 

Reviewed 

Routed 

Scheduled 

Screened 

Submitted 

Supplied 

Standardized 

Systematized 

Updated 

Validated 

Verified 

        
Teaching Skills     
Adapted 

Advised 

Clarified 

Coached 

Communicated 

Conducted 

Coordinated 

Critiqued 

Developed 

Enabled 

Encouraged 

Evaluated 

Explained 

Facilitated 

Focused 

Guided 

Individualized 

Informed 

Instilled 

Instructed 

Motivated 

Persuaded 

Simulated 

Stimulated 

Taught 

Tested 

Trained 

Transmitted 

Tutored 

        
Financial Skills     
Administered 

Adjusted 

Allocated 

Analyzed 

Appraised 

Assessed 

Audited 

Balanced 

Budgeted 

Calculated 

Computed 

Conserved 

Corrected 

Determined 

Developed 

Estimated 

Forecasted 

Managed 

Marketed 

Measured 

Netted 

Planned 

Prepared 

Programmed 

Projected 

Qualified 

Reconciled 

Reduced 

Researched 

Retrieved 

  

 
Management Skills 

    

Administered 

Analyzed 

Appointed 

Approved 

Assigned 

Attained 

Authorized 

Chaired 

Considered 

Consolidated 

Contracted 

Controlled 

Converted 

Coordinated 

Decided 

Delegated 

Developed 

Directed 

Eliminated 

Emphasized 

Enforced 

Enhanced 

Established 

Executed 

Generated 

Handled 

Headed 

Hired 

Hosted 

Improved 

Incorporated 

Increased 

Initiated 

Inspected 

Instituted 

Led 

Managed 

Merged 

Motivated 

Navigated 

Organized 

Originated 

Overhauled 

Oversaw 

Planned 

Presided 

Prioritized 

Produced 

Recommended 

Reorganized 

Replaced 

Restored 

Reviewed 

Scheduled 

Secured 

Selected 

Streamlined 

Strengthened 

Supervised 

Terminated 
 

 
  

 

  
                            continued 
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Research Skills                                                       
Analyzed 

Clarified 

Collected 

Compared 

Conducted 

Critiqued 

Detected 

Determined 

Diagnosed 

Evaluated 

Examined  

Experimented 

Explored 

Extracted 

Formulated 

Gathered 

Inspected 

Interviewed 

Invented 

Investigated 

Located 

Measured 

Organized 

Researched 

Reviewed 

Searched 

Solved 

Summarized 

Surveyed 

Systematized 

Tested 

 

Technical Skills 
    

Adapted 

Applied 

Assembled 

Built 

Calculated 

Computed 

Conserved 

Constructed 

Converted 

Debugged 

Designed 

Determined 

Developed 

Engineered 

Fabricated 

Fortified 

Installed 

Maintained 

Operated 

Overhauled 

Printed 

Programmed 

Rectified 

Regulated 

Remodeled 

Repaired 

Replaced 

Restored 

Solved 

Specialized 

Standardized 

Studied 

Upgraded 

Utilized 

           

In describing your experiences, you may use a number of different styles.  For example, you can use a 

“bullet” form (ex. #1 and #3 below) or a paragraph form (ex. #2).  You can fit more information on your 

resume using the paragraph form; some employers feel that the bullet style is a little easier to read. 

Decide which style best exemplifies you and your abilities and choose the one you think looks best.      Remember:  BE  
 

The following examples may assist you in developing the EXPERIENCE section of your resume.  Please 

use them only as examples.  Remember to be creative and include all items that you feel are relevant.   
 

• EXAMPLE #1 • Bullet form 
 

EXPERIENCE   

 Computer Operator/Lab Assistant, Bloomsburg University - Month & Year began-Present 

 • Assisted in the operation of Macintosh and PCs.  

 • Instructed faculty, staff, and students on a daily basis. 

 • Prepared year-end usage reports for distribution to university departments.  

 • Demonstrated strong organizational skills in managing registration and all documentation. 

 

 Server, Burger Chef, Hometown, PA - Summers Year-Year 

 • Received customer orders, served food and operated cash register in a fast-paced environment. 

 • Trained new employees in all aspects of position and served as hostess when needed. 

 • Asked by management to return each summer based on outstanding performance. 

 

• EXAMPLE #2 • Paragraph form        

            Related Experience 

 

Semester & Year Student Teacher - Second Grade, Berwick Area School District - Berwick, PA  

  First Grade, Danville Area School District - Danville, PA  

  Assumed responsibilities of classroom teacher. Taught all subjects, incorporating   

technology and language arts skills. Organized “Warm Hands-Warm Heart” service 

project.  Coordinated the First Annual Math Night to increase students' problem-solving 

skills. Fostered communication by developing "Hear It Here First!" parent newsletter. 

Strengthened skills and knowledge by participating in professional seminars. 
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Semester & Year Practicum - Camp Curtain Elementary School - Harrisburg, PA 

  Gained hands-on experience assisting first grade teacher in a diverse urban classroom. 

 

Semester & Year Tutor - Volunteer for Project Retain, Berwick Middle School - Berwick, PA 

  Special Olympics Volunteer - Bloomsburg, PA 

 

                  Other Experience 

 

Year -Present Games Room Attendant - Kehr Union Building - Bloomsburg University 

(Academic years) Worked independently with little supervision. Entrusted with cash drawer and lending 

  game equipment. Gained experience working successfully with others and utilizing 

  strong problem-solving skills in addressing a variety of  issues.  

 

Year-Year  Volunteer - Area Agency on Aging - Hometown, PA 

(Summers) Coordinated recreation activities for area seniors. Demonstrated ability to handle 

multiple tasks including daily transportation schedules for 15 people. Strengthened 

interpersonal skills through daily interaction with staff and participants. 

   

 

• EXAMPLE #3 • Bullet form 

 

Internship 

 The Now Center - Philadelphia, PA    Semester & Year 

 Public Relations and Graphic Arts Department 

 - Trained under the public relations director 

 - Assisted in promoting several events including the 15th Annual Networking Expo, involving       over 400 business men and women 

 - Coordinated client parties and monitored client sites 

 - Facilitated publication of the company newsletter 

 - Designed company bulletins and pamphlets utilizing QuarkXpress 

 

Employment Highlights 

 Shur-Save Markets - Wayne, PA     Summers/Breaks Year-Present 

 Cashier/Stockperson 

 - Provided assistance and courteous service to all customers 

 - Enhanced communication skills at cashier training school 

 - Demonstrated initiative and time-management in stocking and maintaining three entire aisles 

 - Earned Employee of the Month awards for July 2010 and June 2011 

 

 Cattamaran Country Club - Wayne, PA    Month year-Month year     

 Hostess 

 

All the work you’ve done in the past but are not doing now should be described in the PAST tense.  For 

work that you are doing presently, you may use the present OR past tense, just BE CONSISTENT. 

 

 TIP! You may say to yourself, “I’ve only ever worked at a fast food place. What good is 

THAT when I’m applying for a REAL job?” Employers will look for a work history 

because it can show your initiative, a willingness and desire to work, how well you get 

along with others, your work ethic, etc. Keep that in mind when deciding what to 

include on your resume. 
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 HONORS, AWARDS, LEADERSHIP, ACTIVITIES, etc. 
Include all academic honors, athletics and organizations in which you participated, and be sure to 

indicate any leadership positions you held in those groups.  Don’t neglect to define what the 

organizations are if you feel that there may be some confusion. Your involvement, leadership and ability 

to direct or coach are important to employers.   

 

Be sure to mention your involvement in community affairs and volunteer activities as well.  (If you’ve 

done a lot of volunteer work, you may want to use it as its own separate heading.)  If you want to give 

special attention to an organization or leadership role, this can be handled in the same way that you 

described your job responsibilities.  Generally, you’d want to begin this section with any academic honors 

or organizations related to your career objective....remember, LEAD WITH YOUR STRENGTHS! 

 

 TIP! Consider the order for the descriptions in each section. You may want to list your most 

important or related duties/activities at the beginning of each description since 

employers will initially only skim over a resume and not read every line. 

 
• EXAMPLE #1 •  

HONORS & ACTIVITIES 
 

  Dean’s List (three semesters)   Big Brother Volunteer  

  Chi Alpha Epsilon Honor Society  Campus Tour Guide 

  Council for Exceptional Children  Men’s Golf Team - Captain 

   • Vice President    Alpha Sigma National Fraternity 

   • PR and Story Hour Committees  • Member Education Leader 

   
• EXAMPLE #2 • 
 

Activities  President - Accounting Association 

   National Phi Beta Lambda Business Association 

   PA Student Leadership Conference, Clarion, PA 

   Treasurer - Ski Club  

   Elwell Hall Council 

  
• EXAMPLE #3 • 
           

COMMUNITY SERVICE  
 National Kidney Foundation, American Red Cross Bloodmobile, Bloomsburg University Peer  

 Counselor, Camp Courage, Habitat for Humanity and Walks for Breast Cancer, MS and ALS 

 
       

PERSONAL INFORMATION 

This section is no longer included on resumes. Personal information is age, marital status, number of 

children, or special interests. Since a resume highlights your abilities and qualities related to the job you 

are seeking, the mention of personal data is rarely used.  

  
   

OTHER INFORMATION 

You may wish to include other items that you feel are important and may help you land the position 

you’re seeking.  These might include fluency in a foreign language, extensive travel, or interests related to 

your career.  If you possess more extensive computer skills which would be of benefit to the employer, 

you may want to include the information in this section, or use Computer Skills as a separate heading. 
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• EXAMPLE #1 • 
   

OTHER INFORMATION  
  • Fluent in speaking and reading Spanish. 

  • Traveled extensively throughout Europe and South America. 

  • Proficient using SPSS, HTML, Word, Excel, PowerPoint, Internet and email. 

  • Community service including Habitat for Humanity and Toys for Tots. 

  
 

REFERENCES 

The end of your resume generally includes a statement regarding availability of references or a list of 

those references with name, title, company, address, telephone number and email address. You may also 

choose to use a separate reference list (on resume paper) to attach to your resume. If you choose this 

option, be sure to include your name and contact information at the top of the reference page. Please 

see the following examples for different ways to arrange this. 

 
• EXAMPLE #1 • 

         

 References  Available on request   

            
 

• EXAMPLE #2 • 

    References available upon request 

     

     
• EXAMPLE #3 •     
 (at the end of your resume or on a separate sheet of resume paper )   

     

 REFERENCES  
    Anna Maria Jones, Ph.D. (Internship Supervisor) 

    Name of Department 

    111 AAA Hall 

    Bloomsburg University 

    Bloomsburg, PA  17815 

    (570) 389-0000   

    amjones@bloomu.edu  

 

    Daniel Smith, Ph.D. (Faculty) 

    Name of Department 

    2000 BBB Hall 

    Bloomsburg University 

    Bloomsburg, PA  17815 

    (570) 389-8585   

    dsmith@bloomu.edu 

  

    Ms. Ellen Camp, Manager (Work Supervisor) 

    Attila Corporation 

    2114 East Second Street 

    Yourtown, PA  44444 

    (570) 777-7171 

    ellencamp@ptd.net 
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 TIP! References may be professors/faculty advisors, college administrators, supervisors 

from an internship or student teaching, a work supervisor, organization advisor, etc.  

Anyone who can comment positively on your skills and abilities is a good choice.  Be 

sure to get permission from each reference before using his or her name.  It is also 

appropriate to send a thank you note to your references for taking the time to write 

you a letter of recommendation. 

 
  

SEQUENCING HEADINGS 

Now that we have reviewed the headings that might be on your resume, you must consider putting the 

sections together to your best advantage. 

 

Again, LEAD WITH YOUR STRENGTHS!  Obviously, your name and address must be the first item.  

Then, if you have chosen to include an OBJECTIVE, it should follow the address section.  But which 

heading should come next? 

 

The next heading should be the heading that is your most outstanding credential.  New college graduates 

will generally place the EDUCATION section next.  However, if you feel that your past employment or 

other experiences are stronger, then, by all means, list these first.  Follow this format throughout, ending 

with the least important factor. 

 

 TIP! Once you decide on a font style, stick to it!  Utilize the BOLD, italics, underlining, 

CAPITAL LETTERS, etc.  You may want to use lines to separate one section or more on 

your resume.  All of these are ways to make your resume stand out from the rest!    

 
 

SELECTING A FONT 
There are many types of fonts to choose from; each font has its own personality. However, it's important 

to pick a font that is easy to read. Times New Roman is most common. Other good font choices include 

Arial, Verdana, and Franklin Gothic Book.. Perhaps you would like to use a different font to make your 

resume stand out. That's fine, just be sure it is easy to read and not too "decorative."  Display fonts like 

Comic Sans (and plenty of other fonts that make Comic Sans look conservative) have no place in resumes. 

They’re best reserved for informal projects.  

 

We recommend using one font for all of the content and the headings, or you could select a different font 

for just the headings. Experiment with different fonts by making a copy of your resume on the computer, 

applying different fonts and printing the resumes to see which you like best. (Your resume may look 

different on paper than it does on your computer screen.) Or page ahead to the sample resumes in this 

guide; we've included the name of the font at the top of each resume.  

 

Use resume paper (yes, it’s actually called resume paper) when printing your resumes. Another option is 

to have your resume printed professionally. Prices vary by printer and geographic location.  Check the 

yellow pages under PRINTERS or RESUME SERVICE to get cost estimates.  It's also a good idea to ask to 

see some examples of resumes or other materials they've printed before making a decision. 

 
 TIP! Be sure to use RESUME PAPER when printing your resume. You may choose white, 

off-white/cream, grey, or other light-colored paper, as long as it isn't too flashy. 

Resume paper is a heavier weight of paper. You can find it in the university bookstore, 

any office supply store and even at Wal-Mart. Many stores also sell matching 

envelopes. 
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RESUME STYLES 

Chronological Resume 
The resume style emphasized in this book is the Chronological Resume.  It reveals your Education, 

Employment, Activities and other pertinent information in a chronological order with the most recent 

education and work listed first.  It is the most common type of resume, and in fact, the one most 

employers prefer.  However, this resume style may not be the right one for you. 
 

Functional Resume 
This style is different because it describes the competencies or abilities you’ve developed through jobs 

and other experiences.  The Functional Resume can be an effective tool in revealing a skill which would 

otherwise be lost in the Chronological style.  In this format, you will have headings that apply to the skill 

areas your chosen career path demands, such as: Management, Communication Skills, Organizational 

Skills, Sales, etc.  Each will be followed by a short paragraph or bullets packed with selling points. 
 

You must be cautious, however, when using the Functional Resume.  Before choosing the headings, make 

sure you truly possess the competencies described and that they are needed in the position you are 

considering.  Several of the resume guides available in the Career Development Center describe the 

Functional Resume in more detail. 
 

Combination Resume 
The Combination Resume is just like it sounds - a combination of the Functional style and the 

Chronological style.  In general, you follow the Chronological headings (Education, Employment, etc.), 

but, due to a particular strong quality, you insert a Functional heading in order to make a strong point 

about the quality.  For example, some people use a heading “SUMMARY” or “SUMMARY OF 

QUALIFICATIONS” in place of or after the heading “OBJECTIVE.” Stop by the CDC for examples. 

 
 

FORMAT 
Consider using one of the following traditionally accepted formats for your resume: 
 

              LEFT-MARGIN HEADING FORMAT 

 

                Catherine L. Jones               
                  cljones@gmail.com  

                              
  University Address     Home Address    
  135 Penn Lane     760 Main Avenue    
  Bloomsburg, PA  17815    Happy, NJ 22222    
  (570) 387-9999 (cell)     (804) 000-0000      
               

  Objective      XXXXXXXXXXXXXXXXXXXXXXXX            
   
  Education     XXXXXXXXXXXXXXXXXXXXXXXXXXX       
             XXXXXXXXXXXXXXXXXXXXXXXXXX              
  Computer                    

  Skills          XXXXXXXXXXXXXXXXXXXXXX         XXXXXXXXXXX  XXXXXXXXXXX 
            
  Experience  XXXXXXXXXXXXXXXXXXXXXXXXXXXXX   
            XXXXXXXXXXXXXXXXXXXXXXXXXX                                  XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX                   XXXXXXXXXXXXXXXXXXXXXXXXXXXXXX                  
     
    XXXXXXXXXXXXXXXXXXXXXXXXXXXXXX                      XXXXXXXXXXXXXXXXXXXXXXXXXXX 
  Honors &      
  Activities     XXXXXXXXXXXXXXXXXXXXXXXX             XXXXXXXXXXXXXXX     XXXXXXXX 
     
                        References Available Upon Request     
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CENTERED-HEADING FORMAT 
 

Mark W. Smith 
1401 Amos Avenue • Grundy, PA  22222 • (610) 321-4456 (cell) 

                                 mwsmith1234@huskies.bloomu.edu 
 

CAREER OBJECTIVE 
 XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 

 
EDUCATION 

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 
 

EMPLOYMENT 

 XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 
 XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX  

 
 HONORS & ACTIVITIES 

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 

 

 

A NOTE ON SCANNABLE RESUMES 
Information provided by Resumix, Inc. of California, a leading provider of automated staffing and skills 

management software solutions. 
 

Some larger companies use the latest in document imaging technology to scan your resume into its 

computer system and keep it “active” for years.  The computer can search for just about anything in your 

resume.  Why is it important to know this?  When you prepare a resume for a computer to read, you 

want it to be “scannable.”  A scannable resume has standard fonts and crisp, dark type as a laser printer 

would produce - so the OCR (optical character recognition software) can recognize every letter.  In 

addition, a scannable resume has plenty of facts for the artificial intelligence to extract - the more skills 

and facts you provide, the more opportunities you’ll have for your skills to match available positions. 

 

Format Tips for Maximizing Scannability 
•   Use white or light-colored 8 ½ x 11 paper printed on one side only; don’t fold or staple. 

•   Use standard fonts, such as Arial, Times New Roman, Helvetica, or Verdana.  

•   Don’t condense spacing between letters. 

•   Use boldface and/or all capital letters for section headings. 

•   Avoid fancy treatments such as italics, underline, shadows and reverse. 

•   Avoid vertical and horizontal lines, graphics and boxes. 

•   Avoid two-column format or resumes that look like newspapers or newsletters. 

•   Place your name at the top of the page on its own line. 

•   Use a standard address format below your name and list each phone number on its own line. 

 

Content Tips for Maximizing “Hits” 
•   Use key words to define your skills, experience, education, professional affiliations, etc. 

•   Describe your experience with concrete words rather than vague descriptions. 

•   Use more than one page if necessary.  The computer can easily handle multiple-page resumes and  

      uses the information it extracts to determine if your skills match available positions. 

•   Use jargon and acronyms specific to your industry. 

•   Increase your list of key words by including specifics.  For example, list the names of software you use  

     such as Microsoft Excel and Adobe Design. 

•   If you have extra space, describe your interpersonal traits with key words like time management,  

     dependable, high energy, leadership, sense of responsibility, etc. 
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CREATING AN INTERNET FRIENDLY RESUME 

Excerpts from ResumeDoctor.com  

 

Contact Information 
• Be sure to include your complete contact info on your resume, including an appropriate email address.   

   Email is the preferred channel of communication for most recruiters, so provide them with a  

   professional address that is checked regularly. 

 

Formatting Issues 
• Just because your resume looks great printed out, doesn’t mean it’s easy to read on the computer  

   screen.  Stay away from fancy fonts, templates, graphics, etc.   

 

Customize Your Resume 
• Always address the job requirements of the employer in your resume. 

• Know what skills and experiences a particular employer is looking for, and make those specific areas of   

   your resume stand out. 

• Recruiters receive hundreds of resumes in response to job postings, so communicate the most relevant  

   information quickly and concisely.   

 

Naming Your Resume Document 
• Imagine being a recruiter and getting hundreds of resumes per week named “resume.docx.”  Make  

   it easier for your reader to locate your resume by naming it: “Smith, John Resume.docx”. 

 

Proofread Your Resume 
• Resumes with misspelled words, typos and grammatical errors are surprisingly common.  Be sure to 

correct these errors and select “Ignore All” for false alarms, otherwise your reader may be faced with a 

resume filled with red and green underlines. 

 

File Format 
• It is most helpful to attach your resume in MS Word format or as a PDF. MS Word is standard in  

   business. A PDF will ensure that your resume will look exactly the same to the recruiter as it does  

   to you.  

 

Resume Tips 
• There is no one "right" way to write a resume.  It's helpful to get opinions and suggestions from others,   

   but ultimately it's your resume.  Your resume should be a true reflection of you and your abilities.  

• Use a left or centered heading format, depending on your preference (see pages 11 and 12). 

• Lead with your strengths.  The most important information to a potential employer should be in the top  

   half of your resume.   Include skills and experiences that will help you stand out from other candidates. 

• You may include related, hands-on class projects in the Education or Related Experience section. 

• Use headings that accurately describe the information in each section. 

• Use bold, underlining, italics, CAPS or a combination to make your resume stand out and easier to read. 

• Absolutely, positively NO TYPOS or GRAMMATICAL errors! 

• Be prepared to discuss the information on your resume in an interview.   

• At this point in your career, strive to format your resume onto one page. Keep in mind that many  

   education majors and Master's candidates will have a two-page resume. If your resume requires two  

   pages, each page is printed on a separate sheet of resume paper, not front to back on one sheet. 
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RESUME WORKSHEET 

Name 
address, city, state  

phone, email 
 
 

OBJECTIVE   
To obtain __________________________________________________________     

 

EDUCATION (in any order)  

 Bloomsburg University of Pennsylvania    Month, year of graduation 

Bachelor of ____________ in _______________  (Overall GPA - if you wish to include...) 

 (Major________________________________)  (and/or GPA in Major)  

Minor or Concentration _________________ 

  

 (RELATED COURSES or HONORS or COMPUTER SKILLS)  
 ________________________________________________________________ 

 ________________________________________________________________ 

   

INTERNSHIP or RELATED EXPERIENCE (most recent first) 

Your title, Name of Organization, City, State, dates worked (in any order) 
Use action verbs located on pages 4-6 (Managed, Developed, Facilitated) to describe work  

responsibilities, skills gained, achievements 

 _____________________________________________________________ 

 _____________________________________________________________ 

 _____________________________________________________________ 

 _____________________________________________________________ 

 _____________________________________________________________ 

 _____________________________________________________________ 
    

EMPLOYMENT HIGHLIGHTS or OTHER EXPERIENCE (most recent first)  

Your title, Name of Company, City, State, dates worked (in any order) 
 Use action verbs to describe work responsibilities, skills gained, achievements  

You do not have to include every single job you ever had.  
 

 ________________________________________________________________ 

 ________________________________________________________________ 
 

 Your title, Name of Company, City, State, dates worked (in any order) 
 Use action verbs to describe work responsibilities, skills gained, achievements 

 ________________________________________________________________ 
    

(HONORS &) ACTIVITIES    
Academic honors including scholarships, leadership positions & duties, memberships,      

volunteer work, sports, other activities 

 ________________________________________________________________ 

 ________________________________________________________________   
 

References Available on Request 
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RESUME CHECKLIST 
 

Appearance and Format 
• Is your resume neat and easy to read at first glance? 

• Have you used an attractive, businesslike font, the same font as used on your resume? 

• Is it free from any misspelled words, grammar mistakes or other errors? 

• Is the information neatly centered, nicely balanced, and no more than two pages in length? 

• Is the paper of good quality and is the print sharp and clean? 

• Is there some “white" space on each page with margins and good space between sections/paragraphs? 

• Is your best experience highlighted by marginal leads, underlines, bold or other emphatic treatment? 

 

Organization 

• Is your name, address, phone and an appropriate email included, preferably at the top of the first page? 

• Have you included your college address and cell number as well as permanent contact information? 

• If your resume is longer than one page, is your name at the top of the additional page? 

• If you included an objective, does it clearly state your area(s) of interest? 

• Is your highest and/or most recent education shown first in the education section? 

 

Objective 

• Have you avoided designating a specific job title (like "Human Resource Manager") IF a more general   

   designation (like "Human Resource Management") would permit consideration for a wider variety of  

   openings? 

• Have you considered developing several objectives for different resumes for your areas of interest? 

 

Content 
• Have you emphasized your experience instead of dates and names of employers? 

• Have you given due emphasis to awards, accomplishments or activities in school or your community  

   that reflect ability, energy, versatility, etc.? 

• Are any pertinent publications, professional associations, licenses, etc. covered? 

• Have you avoided indicating controversial activities or associations? 

• Have you eliminated inappropriate data such as your social security number, religion or race? 

• Have you included the major factors that support favorable consideration for the job you seek? 

• Have you carefully phrased your resume to prove your ability to perform successfully on the job cited    

   in your objective or to otherwise reflect merit on you as a potential employee? 

 

Writing Style 
• Have you used short phrases in paragraph form or in bullet form? 

• Is the spelling correct? Ask someone who is good at proofreading to review and edit it. 

• Have you avoided big words, lush adjectives, and superlative statements? 

• Do the sentences in your resume start with action verbs? (For a list, see pages 4-6.) 

• Is "I" (and other pronouns) used sparingly, if at all? 

• Did you use your own words to describe work activities instead of using text from official job  

   descriptions? 

• Does your resume avoid the use of "canned" resume language (e.g., "distinguished military career,"  

   "experienced in all phases of administration," etc.) that seems to claim too much? 

 

Overview 

• Is your resume an attractive, interesting, quick and easily readable, factual account which proves that  

   your education, experience and skills qualify you for the job you want (your Objective)? 

 



  

Name 
admartino@bloomu.edu 

814-876-0000 

School Address          Home Address 
 

Box 204 Montgomery Place Apts.        1234 Winthrop Street 

Bloomsburg, PA 17815          Archbald, PA 18403 

  

              

OBJECTIVE  Seeking a biology or microbiology position with XYZ Pharmaceuticals. 
  

EDUCATION Bachelor of Science in Biology Month 20_ _ 

 Concentration: Microbiology GPA: 3.30 

 Bloomsburg University of Pennsylvania 
        

 University Scholars Program, Latino Leadership Award, Dean’s List 

Knowledgeable of Microsoft Word, Excel, and PowerPoint 

 

LABORATORY Direct staining techniques, gram-staining, centrifugation, performance of biochemical 

SKILLS   test including catalase, indole and oxidase tests, preparation of microbiological media,  

   proficient with both light and dissecting microscopes, isolating various bacteria from  

   mixtures, and creating pure cultures of organisms. 

 

RELATED  Genetics      Biochemistry 

COURSES  Environmental Microbiology    Cell Biology 

   Medical Parasitology     Immunology 

   Medical Bacteriology     Virology of Mammals 

 

EMPLOYMENT Allied Services, Scranton, PA    Summers 20_ _-20_ _ 

HIGHLIGHTS Physical Therapy Aide. Assisted licensed therapists in a stroke unit at a rehabilitation  

   center. Developed communication skills through daily contact with patients. 

 

   Bloomsburg University, Bloomsburg, PA  Spring/Fall 20_ _ 

  Biology Tutor. Assisted freshmen in understanding basic biology concepts. Identified 

 strengths and areas for improvement to maximize tutoring sessions. 
 

  Quinn’s Supermarket Corporation, Archbald, PA  20_ _-20_ _    

 Night Manager/Cashier. Promoted after one year based on demonstrated work ethic,  

 reliability and decision-making skills.  Supervised several employees. Entrusted with 

 keys to open and close store. Worked throughout high school and semester breaks to pay 

 for college tuition and expenses. 

 

ACTIVITIES  Beta Beta Beta Biological Honor Society  Volunteer Work: 

   Biology Club        Danville State Hospital 

   Delta Phi Epsilon National Sorority:   American Red Cross Blood Drive 

    Scholarship Chair      Dance Marathon-Camp Victory

    Historian 

 

REFERENCES Available upon request 

EXAMPLE #1 
Headings – ARIAL FONT, size 13 

Content – Time New Roman font, size 12  
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Name , page 2 

 

 
Volunteer Soccer  Coach , Tenafly Soccer Club, NJ     Summers 20_ _-20_ _  

 Co-instructed and managed club soccer team for boys ages six and seven 

 Designed numerous games/drills to improve skills and create a fun learning environment 

 Encouraged and motivated team while providing opportunities for personal growth, 

individual discipline and teamwork 

 Strengthened communication and teamwork skills by working with 20 staff members 

 

  Academic Tutor,  Town Park Village, Bloomsburg, PA           Spring 20_ _ 

 Tutored children with special needs in reading and science 

 Coordinated activities promoting development and social interaction 

 

EMPLOYMEN T HIGHLIGHTS  
Serv er , Buca di Beppo Italian Restaurant, Tenafly, NJ   Summers/Breaks 20_ _-20_ _  
 Demonstrated strong customer service skills while interacting successfully with a diverse 

group of co-workers, management and patrons 
 

 Employed in additional  part - time positio ns  to assist with college expenses.  
 

HONORS &  ACTIVITIES    
Dean’s List - four semesters 

 Certificate of Achievement in Student Leadership Development 

 Pennsylvania State Education Association (PSEA) Campus Chapter  
 Chair, “START Pack” Committee (Student Teachers Are Really Terrific) 

 Composed and distributed S-PSEA newsletter to all education majors on campus 

 Community  Government Association  (CGA)  
 Off Campus Senator 

 Circle K International  
 Vice-President in charge of fundraising 

 Actively participated in community service for National Multiple Sclerosis Society 

Women’s Intramural Soccer  
 Elected as Co-captain; led team to two intramural championships 

 

REFERENCES   
Marcella Bloom, Ph.D.    Samuel Berks, Ph.D.  

 Department of Exceptionalities    Early Childhood & Elementary Education 

1212 Navy Hall     1200 MCHS   

 Bloomsburg University    Bloomsburg University  

 400 East Second Street    400 East Second Street 

 Bloomsburg, PA  17815    Bloomsburg, PA  17815 

 570-389-4000 / jsmith@bloomu.edu  570-389-9999 / sberks@bloomu.edu 

 (Student Teaching Supervisor & Professor)  (University Professor) 

 

 Mr. Stanley Johnson      Ms. Gail Winter, Director 

 Shamokin Elementary School   Tenafly Soccer Club 

 4242 Learning Way     4000 East Fifth Street 

 Shamokin, PA 00200     Tenafly, NJ 07670 

 570-777-1111 / sjohnson@aol.com   201-784-1234 / gaildwinter@ccdc.org 

 (Cooperating Teacher – 2nd placement)  (Employer) 

         

 Mrs. Janet Kyle 

 Bloomsburg High School 

 400 Railroad Street 

 Bloomsburg, PA  17815 

 570-389-0000 / jbloom@bhs.com    

 (Cooperating teacher – 1st placement) 

 



 

NAME 
2677 Kay Avenue ♦ Trevose, PA 19053 ♦ 215.333.3333 

klwhitney@aol.com 

 
CAREER OBJECTIVE 

A rewarding position in the education or public service field; special interest in working with youth. 

 
EDUCATION 

Bloomsburg University of Pennsylvania - August 20_ _ 
Bachelor of Arts: Communication Studies 

Focus: Interpersonal Relationship Management 
Minor: Business - Cumulative GPA: 2.97 

 
HONORS & AWARDS 

Emma Hefferan History Scholarship - Betz Corporation/Lin-Park Civic Association Scholarship 
First Student Recipient of Bloomsburg University Martin Luther King Humanitarian Award 

 
COLLEGIATE EXPERIENCES 

Student Assistant - Act 101/EOP Program - Bloomsburg University - Summer 20_ _-Present 
Served as liaison between faculty and students of the program. Advised students on 

issues pertaining to academics, college life and personal concerns. Initiated and assisted in 
coordinating successful  “Peer Pal” mentoring program involving 52 students and over 

30 faculty/staff volunteers. Performed general office duties in a timely manner. 
 

Event Coordinator - Molly Harris Cancer Relief Concert, Malvern, PA - Fall 20_ _ 
Initiated and organized benefit concert for friend with cancer, raising $2,500. Motivated family and            

friends to sell 300 tickets for maximum capacity of concert house. Rallied local businesses and           
individuals to donate services and monies. Generated publicity to promote benefit concert. 

 
Student Participant - Washington Center Foundation - Washington, DC - Summer 20_ _ 
Selected as one of 100 students nationally to participate in the Washington Center Summer                  

Seminars on Multicultural Education in America. Discussed and explored new trends in multicultural  
education. Observed daily operations of several nonprofit agencies and government departments. 

 
Project Retain Tutor - Berwick Area Middle School - Berwick, PA - Spring 20_ _ 

Assisted at-risk students with academic studies. Encouraged students to achieve 
academically and to begin formulating goals for the future. 

 
OTHER EXPERIENCES 

Worked approximately 15 hours per week to assist with college expenses. 
Salesperson - GAP Clothing Store - Bensalem, PA - Summer/Breaks 20_ _-Present 

Police Dispatcher - Bloomsburg University – 20_ _- 20_ _ 
Server - Friendly’s Restaurant - Bensalem, PA – 20_ _-20_ _ 

 
SELECTED LEADERSHIP ACTIVITIES 

President - START (Students Together Alleviating Racial Tension) 
Coordinator - START clothing drive for Harrisburg children in need 

Panelist - Provost Lecture Series with acclaimed speaker Cornel West 

 
REFERENCES 

Available upon request 

EXAMPLE #5 
Arial font, size 11 



 

Name 
 

P.O. Box 1234 • Hatboro, PA 19044 • 215.672.4567 (cell) • jemcwilliams@bloomu.edu 

 
Objective Pursuing a professional career in public accounting with (name of company). 

  

Education Bloomsburg University of Pennsylvania    May 20_ _ 
  AACSB accredited College of Business   Overall GPA: 3.20 

Bachelor of Science in Business Administration  Major GPA: 3.48 

Major: Accounting 

Concentration: Fraud Examination   
 

 Internship Keystone Insurers Group, Inc.       Summer 20_ _ 
Northumberland, PA 

 Compiled and analyzed financial data including balance sheet and profit/loss for over 150 locations. 

 Performed benchmarking analysis to compare year-end operating results with industry standards. 

 Prepared interim production reports for primary insurance carriers. 

 Assisted in developing Access database to track branch office production and loss information. 

 Designed and launched new website to provide support services in areas of financial management, 

perpetuation, strategic planning, benchmarking, technology and mergers/acquisitions. 

 Provided analytical breakdown of key general ledger accounts.  

 

 Selected Experiences  
Intramural Sports Coordinator and Official   August 20_ _ - Present 

  Bloomsburg University, PA 
 Coordinated eleven sports by creating schedules and arranging meetings throughout the year. 

 Managed nearly 35 officials’ schedules and served as on-field supervisor. 

 Strengthened organizational and leadership skills by successfully handling a variety of situations. 

 

Volunteer Income Tax Assistance Program (VITA)   February - April 20_ _ 

Bloomsburg, PA 

 Prepared equitable and accurate tax returns for families with low income. 

 

  International Education Advisory Board   Academic years 20_ _ - 20_ _ 

  Bloomsburg University, PA 

 Voiced the international student perspective at campus-wide committee meetings. 

 Evaluated and recommended changes to policies and procedures to improve International Education. 

 Demonstrated ability to work cooperatively with a diverse group of people. 

 

Sales Associate, Today’s Prints and Graphic Design  Summer 20_ _ 

Sea Isle City, NJ 

 Entrusted with keys to business when opening and closing and operating cash register. 

 Completed bookkeeping duties including invoices and checks. 

 

Computer Skills & Activities   

Proficient using Great Plains, Peachtree, Turbo Tax, Pro Series; Microsoft Word, Excel, PowerPoint     
  Dean’s List, two semesters 
  Executive Board Treasurer, Bloomsburg University Accounting Association 
  Volunteer, Caring Communities and Bloomsburg Food Cupboard  

 
 

References Available on Request 

EXAMPLE #6 
Times New Roman font, size 11 



  

 

Name 

123 Elm Street 
Selinsgrove, PA  17870 

(570) 374-0202 - myname@bloomu.edu  
 
 

OBJECTIVE 
A challenging position applying forecasting, modeling and trend analysis. 

 
 

EDUCATION 

Bloomsburg University of Pennsylvania    December 20_ _ 
Bachelor of Arts in Mathematics: Statistics track  GPA in major: 2.97 
Responsible for 75% of college tuition and expenses 

 

Millersville University of Pennsylvania    20_ _-20_ _ 
Major in Secondary Education/Mathematics    64 credits completed 

 
 

INTERNSHIP 
Actuarial Services, Geisinger Health Plan, Danville, PA – September 20_ _ to Present 
 Designed and developed spreadsheets to demonstrate veracity of data 
 Assisted in calculations of premiums for new and existing plans of insurance 
 Actively participated in team evaluation of specific software applications 
 Interpreted and analyzed numerical data related to pricing and claim cost 

 
 

COLLEGIATE EXPERIENCES 

Statistical Methods, Bloomsburg University – Spring 20_ _ 
 Selected study, “Effect of the Death of Key Executives on Stock Market Returns” 
 Evaluated and determined most descriptive method of analysis 
 Utilized Minitab software to accurately test data and develop conclusions 
 Presented entire case study applying inferential techniques   

 
 

 Topics in Modeling Project, Bloomsburg University – Fall 20_ _ 
 Assigned project, “Projection of the World Population in 2050” 
 Gathered data on the Internet and formulated a linear model equation 
 Compared linear vs. quadratic models to determine most accurate model equation 
 Presented the best model supported by graphs created on Excel 

 
 

EMPLOYMENT 
Worked various part-time positions to assist with college expenses.  
Sales Associate, Gordon’s Jewelers, Selinsgrove, PA – 20_ _ to 20_ _ 

 Finance Manager, Spankey’s Auto Sales, Mechanicsburg, PA – 20_ _ to 20_ _  
 Negotiated interest rates with various lending companies 
 Utilized communication skills to work successfully with numerous customers and 

lending companies 
 
 

COMPUTER KNOWLEDGE 
 Mathematics Related:  Excel, Minitab, SAS, Mathematica, PowerPoint, SPSS 
 Database/Language:  Access, C++ 
 

 
References Available Upon Request 

EXAMPLE #7 
Gautami font, size 11 
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Name 
helpingu@bloomu.edu 

School Address                                                                   Permanent Address 

2352 Elwell Hall                                                               4140 N. 8th Street 
Bloomsburg, PA 17815                                                               Harrisburg, PA 17140 

(215) 389-2606 (cell)                                                                                                   (215) 225-0331 
 

Objective 
Pursuing a rewarding career in human services; interest in community services and research. 

 

Education 
Bloomsburg University, Bloomsburg, Pennsylvania – December 20_ _ 

Bachelor of Arts in Psychology - Concentration: Family, Children and Youth 
 

Coursework includes: Cognitive Psychology, Psychology of Learning, Theories of Personality, 
Psychology of Sex and Gender, Child Psychology, Community Psychology 

 

Practicum Experience 
Intern, Coordinated Learning Alternatives for Northumberland County Youth  
Northumberland County Juvenile Court – Sunbury, PA (Summer 20_ _) 

 Supervised and mentored juveniles in a day treatment program 
 Organized curriculum and facilitated group counseling sessions 
 Fostered a safe and educational environment focusing on respect for all 

 Implemented group activities and completed daily activity manuscripts 
 Demonstrated ability to work successfully with a diverse population 
 

Collegiate Experiences 
Research Assistant, Sociology Department – Bloomsburg University (Spring 20_ _ to Present) 

 Researched background information on the topic of children’s mental health 
 Gained experience in interviewing subjects through observation  
 Collaborated with professor to develop relevant survey to send to health providers 
     and parents of children with mental illnesses  

 Tabulated surveys and data in order to establish a universal theme  
 

Coordinator, Triad Mentoring Program – Bloomsburg University (Fall 20_ _) 

 Served as Peer Mentor and trained nearly 15 new mentors 
      

Employment 
Office Assistant, Multicultural Center – Bloomsburg University (June 20_ _ to Present) 

 Created over 200 advertising fliers and pamphlets to promote events 
 Assisted with various cultural diversity programming 

 
Overnight Camp Counselor, Pre-Collegiate Programs – Bloomsburg University (Summer 20_ _) 

 Advised, counseled and mentored students in grades six through eleven 
 Supervised numerous social, educational and recreational activities  

    

Activities 
Pennsylvania Leadership Conference on Higher Education (three years) 

Shippensburg University Leadership Conference (two years) 
Volunteer, Big Brother/Big Sister & Children’s Museum 

 

References 
Available on request 

EXAMPLE #8 
      Tahoma font, size 11 





16 
 

Section II 
 

COVER LETTERS 
 

Now that you have completed your resume, you're ready to “put it into the hands” of the person(s) who 

can hire you.  When making that initial contact, your resume MUST be accompanied by a COVER 

LETTER.  The cover letter serves as a personal introduction to the potential employer and should be 

designed to spark his or her interest in looking at your resume.  When sending a resume to ten different 

employers, it is BEST to develop one cover letter and then TAILOR it for each employer based on the 

position, your qualifications and the company. 
 

In addition, your cover letter should present a personalized message about your potential value to that 

organization.  This is your opportunity to relate your background and experience to the needs of the 

employer.  Your cover letter is often the first contact an organization has with you; therefore, it should be 

as perfect as humanly possible. 
 

As you review the sample cover letters that follow, keep in mind that they are not meant to be copied 

word-for-word.  Imagine if everyone in your major copied the same letter and sent it to many of the same 

employers.... you certainly wouldn’t need to wait for a call!  A cover letter should represent your personal 

writing style and personality, as well as project the professionalism that you will bring to the position. 
 
 

DEVELOPING YOUR COVER LETTER 

Three elements are involved in writing strong cover letters: 

• If you can, address the letter using the name and title of the person responsible for initiating the review 

   process or for making the ultimate hiring decision.  

• Refer to whatever problem-solving skills or experiences you have that meet the specific requirements of   

   the position and that can provide a benefit to the employer.                                    

• Always request or suggest an interview, or at least, inform the employer exactly what you expect   

   him/her to do next.   
 

 

THE THREE-PARAGRAPH RULE - see worksheet 

Cover letters generally consist of three paragraphs and should be brief and to the point. 
 

Paragraph #1 - Tell the employer why you are writing.  If you are writing regarding a specific opening, 

tell what opening and where you learned of it.  If you are writing “cold,” inquire about opportunities and 

specify your field of interest (Inquiry Letter).  WRITE SOMETHING UNIQUELY ASSOCIATED WITH 

THE ORGANIZATION THAT WILL GRAB THE EMPLOYER’S ATTENTION.  You will need to do some 

basic research to create an effective and unique opening paragraph. 
 

Paragraph #2 - This is your chance to sell yourself.  However, take the employer's point of view into 

consideration. What are they looking for in the successful candidate?  Try to anticipate the needs of the 

employer and then tell how you can help meet those needs.  Draw attention to your strongest points. 

This paragraph should answer the question, “Why should I interview you?” and is generally the largest 

of all three paragraphs. 
 

Paragraph #3 - This paragraph states what will happen next.  Ask for an interview or indicate that you 

will call to arrange an interview/appointment.  Don’t be vague.  Simply make a “call to action” that is 

straightforward and easy to understand.  A thank you is appropriate near the end of this paragraph. 
 

NOTE: It's okay to have a few sentences begin with "I" but try to use other phrases as well. For example: 

• My experiences include...     • While researching top hospitals in Boston, I... 

• As an art major at Bloomsburg University, I...   • For example, my internship consisted of... 
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COVER LETTER WORKSHEET 
 

First paragraph - opening 
What I know/am impressed by/like about your organization (or why I want to work for you). If I know 

there is an actual opening, how I learned of it. If not sure if a position is available, state what I’m 

interested in (or in the field of __________.) 

 

 

 

 

 

 

 

 

 

 

 

Second paragraph - middle and largest paragraph 

State why I am qualified and what I can do for the organization. Highlight information about my 

education, experiences, skills and/or characteristics that directly relate to the job requirements. Give one 

or two examples. Be careful not to begin too many sentences with "I". 

 

 

 

 

 

 

 

 

 

 

 

 

 

Third paragraph - closing 
Ask for an interview and state where they may contact me. Indicate if I will call to follow up or that I look 

forward to hearing from them. Always say thank you.  
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COVER LETTER CHECKLIST 

•When emailing an employer, the cover letter is typed in the actual body of the message, and the resume  

   is sent as an attachment, unless otherwise instructed.  

• Each cover letter should be individually prepared and signed by you. You may use a script font as your  

   “signature“ when emailing your cover letter. Cover letters are usually only one page! 

• Have you addressed your letter to a particular person, by name, using his/her proper title? 

• Use the same font that you used for the content of your resume. 

• Follow an accepted business form for correspondence (see examples in this guide). 

• If sending via postal mail, use the same standard 8 ½" x 11" paper used for your resume.  

• Personalize your letter, but keep it business-like.  Use the Internet to write something unique about the  

   organization and why you want to work there. 

• Have you told the employer what you can do for him/her and NOT what s/he can do for you? 

• Don’t preach to the employer about all of your wonderful attributes.  Try to use an example or two. 

• Have you left out everything that might be considered negative?   

• Ask someone else to proofread your letter or read it backwards to help identify errors.  You will have  

   looked at this document so much that you might not see your mistakes. Don’t rely only on spellcheck! 

• If the letter is in response to a blind job post, is the salutation nonsexist (i.e., To Whom It May Concern)? 

• If the letter is in response to a descriptive ad, does it speak to the requirements of the position? 

• Is it clear where the employer can reach you during regular business hours? 

• Ask for an interview. 

• You may refer to your resume and/or application as an enclosure (postal mail) or attachment (email).     

• Keep a copy of the letter (or at least a notation of content and mailing date) for future reference. 

• Follow-up!  Show an employer you are really interested by following up with a phone call or email.          

 

 

 

YOUR VOICE MAIL / ANSWERING MACHINE MESSAGE  
You’re emailing and sending out a lot of cover letters/resumes.  Each document is perfect.  You’ve 

included your apartment and/or cell phone number and you’re waiting to hear< so what happens if you 

aren't able to take the call?   

 

If you rely on voicemail or an answering machine, what kind of message do you have for an employer to 

hear?  Is it something that would impress him/her?  Or would the caller think twice before leaving a 

message... or even calling back? So make sure your message is appropriate for your job search< and no 

ring back tones! 

 

Also, be sure to answer your phone in an appropriate, business-like manner. Let the call go to voicemail if 

you can’t immediately get to a location where it’s quiet and where you are able to speak professionally. 

Then go where you won’t be disturbed and return the call as soon as possible. 

   

 

REMEMBER: 

You never get a second chance to make a good first impression. 
 
 

 



        SAMPLE COVER LETTER #1 
        (Specific response to job posting) 
 

 

 

RD #1 Box 999 

Bloomsburg, PA 17815 

Put date here 

 

 

Dr. Thomas Regan 

Personnel Specialist 

Baltimore City Public Schools 

1111 North Street 

Baltimore, MD  44444 

 

Dear Dr. Regan: 

 

The Bloomsburg University Career Development Center’s website included an opening 

for an elementary teacher with Baltimore City Public Schools. I visited your website and was 

impressed with your target programs for inner city youth and would like to learn more about 

them and your school system. Please accept my application for the elementary teaching position. 

 

My student teaching experiences have provided me with a variety of tools to be a 

worthwhile teacher in your district. During these placements I devised learning centers with 

hands-on activities, successfully applied differentiated instruction, created a parent newsletter 

Bloomin' News and coordinated a diversity training workshop entitled “N.O.W.” In addition, I 

served as a counselor in the PRIDE program at Bloomsburg University. In this position, I 

encouraged inner city youths in developing their awareness and positive attitudes toward 

education and their own personal development. These experiences, together with my effective 

communication skills, will make me a contributing teacher in your system. 

 

Enclosed please find my resume and credential file for your consideration. I am very 

interested in relocating to the Baltimore area and am available for an interview at your 

convenience. I will contact you within the next week to arrange a convenient time to discuss my 

qualifications. Thank you for your consideration. 

 

Sincerely, 
 

Denzel Washington 
 

Denzel Washington 

 

 

Enclosures 

 

 

 

 

 

 

 



SAMPLE COVER LETTER #2 
(Inquiring if a position is available) 

 

 

 

1201 East Street 

Bloomsburg, PA 17815 

Put date here 

 

 

Ms. Susan Crash, President 

State Farm Insurance Agency 

2323 Curvy Road 

Philadelphia, PA 19087 

 

Dear Ms. Crash: 

 

Ranked Number One in Customer Satisfaction. How exciting to read this header on your company’s 

website! No doubt State Farm is committed to quality and to its customers' needs. This is one reason why 

I am interested in joining your team. Please accept my resume for a current or future opening in your 

accounting division.  

 

My academic background at Bloomsburg University and my internship experience have greatly prepared 

me for an accounting position with State Farm. For example, as an intern at National Service Corporation 

(NSC), I was responsible for processing accounts payable, expense reports and preparing month-end 

reports. I also possess knowledge of a computerized accounting system that I successfully implemented at 

NSC. In addition, my excellent communication skills are evidenced by leadership positions in the 

Accounting Association and Phi Beta Lambda. These experiences, together with my strong academic 

record, will make me a worthwhile and contributing member of your company. 

 

My enclosed resume can tell you more about my skills and qualifications; however, I would appreciate 

the opportunity to speak with you in person. You may contact me at (570) 387-1112 or 

hireme@bloomu.edu to arrange an interview. Thank you and I look forward to hearing from you soon. 

 

Sincerely, 

 

Cristina Yang 
 

Cristina Yang 

 

 

Enclosure 

 

 

 

 

 

 

 

 

 

 

mailto:hireme@bloomu.edu


SAMPLE COVER LETTER #3 
(Specific response to ad) 

 

 

 

22 Lester Drive 

Marysville, PA 11111 

Put date here 

 

 

Ms. Patricia A. Pandya 

Advertising Projects Manager 

The Times Leader 

15 North Main Street 

Wilkes-Barre, PA 18711 

 

Dear Ms. Pandya: 

 

I was pleased to learn of your opening for the Projects Writer Assistant in the April 20 

edition of The Times Leader. Your newspaper has built a solid reputation in the business for over 

42 years and I am eager to offer my experience and skills in joining such a successful company. 

Please consider my application for the position. 

 

As features editor of our campus newspaper, I am responsible for developing story ideas, 

writing and editing features, scheduling assignments and meeting deadlines. I also initiated and 

wrote a feature column "Sports Shorts" which was well received by our campus community. As 

indicated in your advertisement, I possess hands-on Macintosh experience, and am a highly 

motivated and organized individual who gives attention to detail. These characteristics are evi-

denced by my involvement in numerous campus activities, working part-time and maintaining a 

3.0 GPA. You will find me to be a team player who works successfully with others. 

 

As requested, I've enclosed my resume, transcript and three writing samples. I would 

appreciate the opportunity to learn more about The Times Leader and to discuss with you in 

person how my qualifications can meet your needs. You may reach me at (570) 387-7777 until 

May 13 or at (215) 555-5555 after that date. You may also email me at jlopez@aol.com. Thank 

you for your time and consideration. 

 

Sincerely, 
 

Jennifer Lopez 
 

Jennifer Lopez 

                                                

 

 

Enclosures 

 

 

 

 

 

 



SAMPLE COVER LETTER #4 

(Inquiring if a position is available) 

 

 

 

1212 Elmira Drive 

Your Town, PA 11111 

Put date here 

 

 

Ms. Kathy Crown, President 

Awesome View Advertising 

101 Pretty Lane 

Pretty City, CO 22222 

 

Dear Ms. Crown: 

 

Congratulations on your company's record-breaking quarter that was highlighted in the Small 

Business World section of USA Today’s website. Your innovative approach to advertising and 

the company's steady growth appeals to me. This is why I am interested in learning more about 

career possibilities with your firm. 

 

My qualifications include: 

 

 B.S. in Marketing, emphasis in Advertising 

 Extensive hands-on experience in desktop publishing 

 Experience in coordinating and promoting publicity seminars 

 Excellent oral and written communication skills 

 

While my enclosed resume can tell you more about me, I would appreciate the opportunity to 

meet with you to learn more about Awesome View Advertising. I will call your office next week 

to see if we can arrange a convenient meeting time. Thank you for your time and consideration. 

 

Sincerely, 
 

Harold Potter 
 

Harold Potter 

 

 

Enclosure 

 

 

 

 

 

 

 

 

 

 

 



             SAMPLE COVER LETTER #5 

 

42 Maleka Trail 

        New Holland, PA 22222 

        Put date here 

 

Ms. Trina Williams 

Meridian International Center 

Human Resources Office 

1630 Crescent Place, NW 

Washington, DC 20009 

 

Dear Ms. Williams: 

 

 Meridian International Center, a place where the world comes together, greatly interests 

me. One of my college professors encouraged me to visit your web site and I was excited to learn 

of the wide range of international programs you offer. Please accept my application for the 

position of Program Assistant, Programming Division that was posted on the Center’s web site. 

 

 As a senior French major at Bloomsburg University, I studied abroad for six months, 

immersing myself in French culture – and loving it! In addition, I possess a variety of skills to 

make me a suitable candidate for Program Assistant.  For example, I am well organized, 

responsible, highly motivated and able to successfully manage multiple tasks.  This is evidenced 

by my dedication to academics - earning a 3.75 overall GPA - a strong work ethic and my 

leadership roles as a Husky Ambassador and Orientation Workshop Leader. I assisted in the 

successful planning and implementation of numerous events involving several hundred 

participants. These experiences strengthened my communication skills and my ability to work 

with a diverse group of people. You will find me to be open-minded, adaptable and enthusiastic.  

I truly believe that my talents and skills will make me a valuable asset to the team at Meridian 

International Center. 

 

 Enclosed is my resume for your consideration. Regarding the salary requirements you 

requested, I am willing to discuss a range of $30,000 - $35,000, based on the responsibilities of 

the position. I would appreciate the opportunity to speak with you in person about how my 

qualifications can meet your needs. You may contact me at 973-697-0519 or tswift@gmail.com 

to arrange an interview. Thank you and I look forward to hearing from you soon. 

 

Sincerely, 
  

         Taylor Swift 
 

Taylor Swift 

 

 

 

Enclosure      

 

 

 

 

 

 



SAMPLE COVER LETTER #6 
(Information from faculty/family/friend, etc. about a position) 

         

2535 Covington Avenue 

Bethlehem, PA 18017 

Put date here 

 

 

Ms. Judy Zavalydriga 

Director for Human Resources & Support Services 

Nazareth Area School District. 

One Education Plaza 

Nazareth, PA 18064 

 

Dear Ms. Zavalydriga: 

 

I was excited to learn about several open teaching positions from my professor, Dr. Susan 

Smith, of Bloomsburg University. I then visited your district’s website and was impressed with 

the emphasis you place on helping students build character and develop abilities to be positive 

contributors to society.  Students are our future and as a teacher, I am dedicated to providing 

them with a well-rounded education. This is one reason why I am interested in a career as an 

elementary teacher in your district.  Please accept my application for consideration. 

 

I will graduate from Bloomsburg University in May 2010 with a dual major in 

elementary and special education.  During my student teaching, I actively engaged my students 

in numerous hands-on, minds-on learning experiences.  While teaching a unit on the five senses, 

it was both educational and fun to watch the reactions of my students as they tasted sour patch 

kids and smelled an onion.  In addition, I worked collaboratively with other faculty in an 

inclusion classroom to reach students with various speech, learning, and behavior disabilities. I 

am interested and excited to create a classroom environment that promotes and encourages 

exploration, discovery, and a sense of community in the Nazareth Area School District. 

 

Enclosed you will find my application, resume, and credentials; however, I would 

appreciate speaking with you regarding a teaching position.  You may contact me at 610-555-

5555 (cell) or jmayer@bloomu.edu.  Thank you for your time and consideration and I look 

forward to hearing from you soon. 

 

 

        Sincerely, 

        John Mayer 

        John Mayer 

 

 

Enclosures 

      

 

 

 

 



               SAMPLE COVER LETTER #7 
                   (Acquaintance referral) 
 

 

 

101 West First Street 

Bloomsburg, PA 17815 

Put date here 

 

 

Mr. Thomas Pine          

Advertising Director 

Bucks County Courier Times  

333 N. Broad Street 

Levittown, PA 19057 

 

Dear Mr. Pine: 

 

At the suggestion of an acquaintance at the Turlington County Times, Dan Ellis, I am writing to inquire 

about an advertising or marketing position with your company. Your family-owned newspaper prides 

itself in maintaining Mr. Miller’s philosophy of “Take care of your customers, and they will take care of 

you.” I wholeheartedly agree with this and am excited about working for an organization with these 

ideals. Please accept my resume for consideration. 

 

I will graduate from Bloomsburg University in May with a degree in Business Administration/Marketing 

and a minor in Computer and Information Systems. In addition to my solid academic preparation, I 

completed an internship with Norristown Newspapers. I gained a broad understanding of marketing and 

retail advertising, as well as hands-on experience selling ads and managing several accounts. I also 

achieved recognition through a front-page headline article, as a result of the marketing research I 

conducted. My other related experience as the Business Manager of Bloomsburg University’s student 

newspaper, The Voice, entailed interacting with both national and local advertising clientele, establishing 

and maintaining positive business relations, and handling all financial affairs. I am energetic, enthusiastic, 

assertive, and committed to “taking care of the customer.” 

 

Given the opportunity for a personal interview, I will further discuss my capabilities and how I can be an 

asset to your organization. You may contact me at (570) 387-5555 or akeys@yahoo.com.  Thank you and 

I look forward to hearing from you. 

 

Sincerely, 
 

Alicia Keys 
 

Alicia Keys 

 

 

Enclosure 
 

 

 

 

 

 

 

 

 



SAMPLE COVER LETTER #8 
(Inquiring if a position is available) 

 

 

 

Your street address 

Your city, state, zip code 

Put date here 

 

 

 

Mr./Ms./Dr. First/Last name of person, Title 

Name of Agency 

Address 

City, state, zip code 

 

Dear Mr./Ms./Dr. ________________ (last name): 

 

While researching social service organizations on the Internet, I was pleased to learn of 

_____________________ (name of agency). I am interested in a counseling position in the 

Abilene area to apply my knowledge and skills gained as a graduating psychology major at 

Bloomsburg University in Pennsylvania.   

 

My coursework includes a variety of therapies: life span, social, child and clinical psychologies; 

foundations of education and exceptionalities; tests and measures. In addition, my work 

experience provided me with an understanding and hands-on knowledge of working with 

children and people of various ages. For example, I facilitated individual and group therapy 

sessions while maintaining confidential daily progress notes. I also learned to be flexible and 

strengthened my ability to adapt to a variety of situations. My strong work ethic and 

communication skills will make me a worthwhile addition to your staff.  

 

Enclosed is my resume, which can tell you more about my education and experience. I plan to 

relocate to San Francisco this summer and would appreciate the opportunity to learn more about 

your organization. You may reach me at (570) 784-1111 to conduct a telephone interview or to 

discuss possible openings with your agency. You may also reach me at scowell@yahoo.com. 

Thank you for considering my credentials and I look forward to hearing from you. 

 

Sincerely, 
 

Simon Cowell 
 

Simon Cowell 

 

 

Enclosure 
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Section III 
 

INTERVIEWING 
 

The employment interview is one of the most important steps in the job search.  It is unfortunate that so 

many people go to this event poorly prepared.  Adequate preparation is the key to interview success.  In 

the next 30 minutes, the product you are selling is YOURSELF! 
 

 

GETTING READY  

• Know where you want your career to go.   • Understand the routine of an interview.  

• Research the organization.     • What to bring with you. 

• Identify and prepare examples. PRACTICE!  • Check the time and place.   
    

Know where you want your career to go. 
An interview won’t be successful if you have no idea what you’re after.  Do some self-examination by 

making a list of what you want from a career.  Look to your past work/volunteer experiences, education 

and other activities to gain an understanding of your likes and dislikes.  Think of significant persons who 

have positively influenced you and how that may relate to your career choices. Give some thought to the 

experiences & skills you would like to gain and what you hope to accomplish within the next five years. 
 

Research the organization. 
It is expected that you will have some knowledge of the organization and the position for which you are 

applying. In an interview you may be asked, "So, what do you know about our organization?" or "Why 

are you interested in this position?" Be prepared! 
 

Identify and prepare examples. PRACTICE! 
You will most likely be asked “behavioral-based” questions in an interview; that is, questions that ask you to 

describe how you exhibited a particular "behavior" in a recent situation. Prepare in advance by identifying 

examples that highlight the skills necessary for the position you’re applying for, and use examples from more 

than one experience, class or event. When responding to behavioral-based questions, use the acronym CAR: 

Describe the Challenge, Explain your Actions, and Describe the Resolution. It is imperative that you practice 

answering interview questions. It’s like anything else: the more you practice, the better you will become! 
 

Understand the routine of an interview. 
It may ease some of your anxiety to have an idea of what to expect.  Although every interview is 

different, a possible structure of a 30-minute interview is suggested in this section.  For students who 

would like assistance on interviewing, the Career Development Center offers many workshops and 

instructional handouts as well as one-on-one instruction.  
 

What to bring with you. 
Bring a portfolio or “padfolio” (leather or leatherette with pad of paper inside) along with a nice pen and 

be prepared to fill out an application form.  Have a few copies of your resume with you, an unofficial 

transcript, and the names, addresses, phone numbers and email addresses of 3-5 references.  Consider 

bringing letters of reference/recommendation with you if available. 
 

Check the time and place. 
As simple as this may sound, it is important to check the time and place of your interview.  Make careful 

adjustments for travel time.  Ask for directions if you are unsure of the location and be sure to have the 

company’s telephone number in case of an emergency. Know where to park. 
 

Jot down the interviewer’s name and find out how to pronounce it if it looks difficult.  Most importantly, 

BE PROMPT!  Arrive 10 minutes early; late arrival for a job interview is RARELY excusable. 
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WHAT ARE THEY LOOKING FOR? 

• A lot of facts in a short time.     • What you want from a career. 

• What you are like.      • What you’ve done. 
 

A lot of facts in a short time. 
Most campus interviews or first interview visits are often referred to as “screening interviews.” It is the 

task of the recruiter to determine whether or not it is worthwhile for the company to give you further 

consideration.  Consequently, they are looking for an accurate exchange of information about you in 

about twenty minutes. 
 

What you are like. 
Good interviewers usually note their first impression of you, so don’t blow it with a limp handshake or 

inappropriate attire!  During the interview, they look at general traits such as poise, ability to 

communicate, basic social skills, maturity, enthusiasm and personality.  They are not after a deep 

psychological profile, only a general picture. 
 

What you want from a career. 
One of the most important things a hiring official is looking for is your career goals, aspirations or 

objectives.  S/He is trying to find out what you want and how you’re planning to get there.  Expressing a 

sincere interest in the position/company will really help you out here. 
 

What you’ve done. 
Past performance can equal future performance.  Past experiences, be they academic or extracurricular, 

are considered to be qualifications for the position you’re looking for.  They are also good indicators of 

how well you will perform on the job.  Remember to give specific examples when answering questions 

in order to show the employer that your declared work interests match your talents and abilities.  So 

don’t just say it - prove it with examples! 

 
 

HOW DO I ACT?    

• Don’t act.  Be your “professional self.”   • Be enthusiastic!   

• Be specific about your skills and accomplishments.    
             

Don’t act.  Be your “professional self." 
As the old philosopher Socrates said, “The shortest and surest way to live with honor in the world is to be 

in reality what we would appear to be.”  There are two good reasons for this:  (a) the only organization 

you are likely to be happy working for is one that likes you just the way you are, and (b) few students can 

play a role well enough to fool an interviewer anyway.  However, keep in mind that “being yourself” 

doesn’t mean chewing tobacco/gum, wearing a nose ring or not covering a huge tattoo because “that’s 

just me!” Be courteous and friendly to every person you meet, but be careful about being too casual, no 

matter how comfortable you may feel. Be your “professional self.” 
 

Be specific about your skills and accomplishments. 
Don’t come off as arrogant, but give confident answers that stress your achievements and personal 

satisfactions. Avoid answering questions with just a “yes” or “no.”  Use specific examples that give proof 

to your statements: “My greatest strength is my ability to successfully manage a number of different 

projects at one time.  For example, last semester I worked part-time at Domino's, organized a car wash for 

Camp Victory, contributed to a group project on rock formations, and still maintained a 3.0 GPA.”    
 

Be enthusiastic! 
Get excited! Project you enthusiasm and interest! Be positive in all of your answers! SMILE!  



21 
 

BUILD A DESCRIPTIVE VOCABULARY 
From the time we are children, we are taught not to "brag" about ourselves. Yet, as we interview for jobs, 

we suddenly realize someone is going to have to explain to the interviewers why they should hire us 

rather than someone else. Only you can sell yourself during an interview.  

 

Below is a list of words that will help you project a positive image of yourself and of your qualifications. 

Select those that actually describe you, add a few of your own descriptive words, and you're on the road 

to building a personal vocabulary that will communicate your value to an organization. 

 

Accommodating   Direct     Perceptive 

Accountable    Diplomatic    Perseverant 

Accurate    Disciplined    Persistent 

Action-oriented    Discriminating    Personable 

Adaptable    Dynamic    Personal 

Adult     Effective    Poised 

Adventurous    Efficient    Positive 

Ambitious    Empathetic    Predictable 

Amiable    Energetic    Productive 

Analytical    Enthusiastic    Prompt 

Animated    Experienced    Punctual 

Appreciative    Earnest     Persuasive 

Approachable    Flexible     Qualified 

Artistic     Forgiving    Quick-thinking 

Assertive    Friendly    Realistic 

Athletic     Goal-oriented    Receptive to new ideas 

Authoritative    Good-listener    Respectful 

Balanced    Good-natured    Self-directed 

Believable    Hard-working    Sense of humor 

Broad-minded    Handy     Sensible 

Broad range of interests   Honest     Sincere 

Capable    Ingenious    Stable 

Choosy     Inquisitive    Steady 

Committed    Intelligent    Strong 

Communicative    Kind     Studious 

Competent    Knowledgeable    Tactful 

Confident    Liberal     Talented 

Competitive    Like challenges    Team player 

Conscientious    Like detail    Thoughtful 

Conservative    Logical     Tolerant 

Considerate    Loyal     Traditional 

Cooperative    Mature     Troubleshooting 

Credible    Mechanically inclined   Trustworthy 

Curious     Motivating    Truthful 

Controlled    Non-judgmental   Tuned-in 

Courteous    Objective    Understanding 

Creative    Open-minded    Unflappable 

Decisive    Optimistic    Visionary 

Demanding    Organized    Vivacious 

Dependable    Outgoing    Willing to learn 

Devoted    Patient 
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WHAT SHOULD I EXPECT? 

• Don’t expect to be hired on the spot.    • How to let them know you’re interested. 

• How companies tell you they’re interested.    • How they tell you “NO.” 
 

Don’t expect to be hired on the spot. 
Remember the term “screening interview” means that recruiters are trying to determine whether or not to 

give you further consideration.  Most companies will try to explain what will happen next:  the people 

involved and a tentative time frame.  If they don’t, be sure to ask. 
 

How companies tell you they’re interested. 
Most often you’ll be able to tell that a recruiter is interested in you when they build your awareness in 

working for the company and by their encouragement.   Invitations for more interviews or the request for 

more information within a short time are usually good clues that you are an active candidate. 
 

How to let them know you’re interested. 
If you are really interested in the position, follow up with an email/letter to the recruiter or the company 

confirming that interest. (See Follow Up/Thank You letters in this guide.) Be sure to note the date and 

place of your interview.  Another good way to show your interest is to demonstrate knowledge.  Prior to 

the interview, thoroughly research the company and learn about their programs/services/products. 
 

How they tell you “NO.” 
During the course of an interview, this may become obvious from verbal and nonverbal clues.  A 

recruiter may explain that your objectives aren’t a good fit with the position or company. A letter 

indicating a negative reply may dent your ego, but keep in mind that almost everybody hears a “No” 

before he/she lands a job. 

 
 

APPEARANCE AND BODY LANGUAGE 
So many things are happening in an interview that it may not seem important to dwell on personal 

hygiene or nervousness. Yet your physical appearance does leave an impression on the interviewer, so 

it’s best not to have a poor one.  So many things are out of your control during an interview; this is an 

area where you can prepare ahead of time and feel confident, so take control! 

• Dress and cleanliness.     • Attentiveness.  

• Posture.       • Nervousness.            
        

Dress and cleanliness. 
Dress appropriately for the position or “better.” You may not wear a suit to work most days if you get the 

job, but you don’t have the job yet! 
   

For women, a two-piece matched skirted or pant suit is best to wear to an interview. Choose a dark or 

neutral shade like black, navy, brown or gray. No extreme high slits or low-cut blouses. Wear plain style, 

non-patterned hosiery. Choose basic dark flats or low pumps; no sandals or open-toed shoes.  Wear 

minimal jewelry; only one (small) earring in each ear. Scarves and other accessories will add a polished 

touch to any outfit. Nails should be clean and not be excessively long; clear nail polish that is not chipped 

is appropriate. Wear minimal makeup. Whatever your hairstyle, make sure that it is neat and out of your 

face so the interviewer can see your facial expressions. If you are told to wear “business casual,” that 

generally means dress slacks and conservative blouse/sweater, business-style dress, or skirt and blouse. 
 

For men, a good quality two-piece matched dark suit is best to wear to an interview. Choose a white or 

light blue ironed dress or button-down shirt, a tie (silk or silk-like), dark socks (mid-calf) and polished, 
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dark dress shoes. No sneakers, not even the black kind! Avoid rings and neck chains.  No earrings. Your 

belt should match your shoes. If you have a beard or mustache, it should be clean and neatly trimmed. 
 

If you are told to wear “business casual,” that generally means dress slacks (navy, dark gray and black) or 

pressed khakis with button-down shirt and tie. You could also wear a sport coat (wool or wool/polyester 

blend) or navy blazer. Sometimes a polo shirt is considered to be business casual, but not for an interview.  
 

Avoid perfumes or after-shaves; they could distract or bother the interviewer. Cover any visible tattoos. 
 

Posture. 
Be sure to walk, stand and/or sit up in an erect, yet comfortable position.  Picture your heart as an 

imaginary center point and keep that center point directed at the interviewer most of the time.  Slouching 

may indicate a lack of interest. 
 

Attentiveness. 
You can show you’re “with the interviewer” by exhibiting the following gestures:  eye contact, nod, head 

shake, smile, laugh, voice volume.  Conversely, you can show your lack of interest (or judge the 

interviewer’s dissatisfaction) through:  fiddling, monotone voice, poor eye contact, looking at your watch, 

etc.  If you interview with more than one person, be sure to look at everyone when answering a question, 

regardless of who asks it.   
 

Nervousness. 
Your stomach is tied in knots; your palms are sweating and perspiration is dripping from everywhere.  In 

most cases, interviewers understand and are sympathetic toward recent graduates with limited interview 

experience.  One tip to solve the sweaty palm syndrome is to sit with your palms exposed to the air or rub 

a little baby powder on them, enough so that it isn’t seen.  This should help. 
 

 

INFORMATION TO HAVE ON THE EMPLOYER 
Visit the company's website well before the interview - IT IS AN EXPECTATION. It’s not necessary to 

have ALL of the information listed below, but you do need to have an understanding of the organizations 

where you apply. It's important for you to determine if they are places where you will be happy working. 
 

Business and Industry 

• Name of recruiter(s)     • Geographical locations 

• Potential growth for the industry   • Short-term profit picture 

• Percent of annual sales growth in the last 5 years • Present price of stock  

• Array of product line/services    • Who is the competition 

• Potential new markets, products or services  • Recent items in the news 

• Typical career path in your field   • Structured or unstructured training  

• Number of plants, stores, or sales outlets  • Home office location, relocation policies 

• Relative size of the organization   • People you know at the company 
          

School District/I.U. 
• Name of interviewer(s), name of school principal 

• Size of school and school district (students, staff, administration) 

• Population of community; attitude of community towards schools 

• Special facilities available in the school district; technology in the classroom 

• Teaching concepts being implemented; support services and staff (social worker, reading specialist) 

• Professional development or in-service training sessions; evaluation of teaching performance  

• School policies on discipline, grading policies 

• Extracurricular activities 
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POSSIBLE INTERVIEW QUESTIONS  
• Tell me about yourself. 

• Why did you choose Bloomsburg University? 

• Why did you choose _________  as your major? 

• What has been your most enjoyable/challenging class?  Least enjoyable? 

• Tell me about your internship/jobs/activities. 

• What do you know about our organization? 

• Why do you want to work for our company? 

• What interests you most about working for our organization? 

• Give me an example of a time when you _____ and tell me how you handled the situation. 

• How would you describe yourself? 

• What are you looking for in a job/position/company? 

• What is your biggest weakness?  Your greatest strength? 

• Tell me about the last job you held. 

• Describe your most recent team effort. What role did you play? 

• Describe a time when you had to make a difficult decision and the process you went through to make  

   that decision. 

• Why do you want to be a __________ (artist/teacher/nurse/accountant/manager, etc.)? 

• What were your greatest accomplishments in your position as a  __________ ? 

• What qualifications do you have that will make you successful in this field? 

• What are your short range (long range) career goals? 

• Where do you see yourself in five (ten) years? 

• WHY SHOULD WE HIRE YOU? 
 

 

MORE INTERVIEW QUESTIONS 

An interview is a structured conversation between the interviewer and the interviewee.  There are three 

basic types of questions you will encounter in a typical interview. 

• Open-ended.   • Close-ended.   • Probing.   
  

Open-ended questions. 
These questions can’t be answered with a “yes” or “no” response.  They help the interviewer gather more 

about the information on your resume or application and allow him/her to ask follow-up questions. 

Sample questions: 

• Tell me about your position as a student worker in the university’s _____________ department. 

• What was the most enjoyable part of your job/internship/student teaching? 

• Give me an example of when you applied something you learned in class to a real life situation. 

• How will your involvement in extracurricular activities help you in this position? 
 

Closed-ended questions. 
These questions can only be answered with a "yes" or "no".  If you find that this line of questioning 

prevents you from giving information you wish to communicate, answer the question and then continue 

with further clarifying information.  For example, “Yes, I earned an “A” in both placements.  During the 

second experience, I instituted a rather unique “reward system” for my primary EMR students.  May I 

explain it to you?” 

Sample questions: 

• Did you receive an “A” in your student teaching? 

• You have an Associate's Degree from Luzerne County Community College? 

• You worked at Friendly’s for three years? 

• Did you like your college experience at BU? 
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Probing Questions. 
These questions give the interviewer a chance to cross-check or get further clarification on a point made 

earlier.  Make sure you explain the main points of your answers without rambling. Practice! 

Sample questions: 

• What exactly were your duties as a ______________ at _______________? 

• Earlier you mentioned your volunteer work. Will you tell me a little bit more about that? 

• Tell me more about your internship. 

• Explain how you organized the fundraiser for the Black Cultural Society. 

 
 

POSSIBLE STRUCTURE OF A 30-MINUTE INTERVIEW 

• Appraisal.      • Action. 

• Probe (Background).     • Closing. 
 

Appraisal. 
The recruiter makes a decision about you from the start; therefore, your handshake and appearance are 

important.  The recruiter will probably ask a few questions to help create a relaxed and businesslike 

atmosphere.  For example, he/she may ask you about your hometown, how you’re doing today/how your 

trip to the company was (always answer positively!), etc. 
 

Probe (Background). 
The recruiter will reconfirm his/her first impression by asking questions that will help assess your self-

expression, motivation and self-concept.  He or she will be making a tentative decision about you. 
 

Action. 
If your qualifications and career objectives meet the needs of the organization, the interviewer will begin 

doing a "selling job" on the company.  You'll probably be given the opportunity to ask questions.  Use it! 
 

Closing. 
Should the recruiter be interested enough to pursue your candidacy, times and places may be arranged 

for a second interview.  However, the interviewer might simply indicate that you will be hearing from 

them in the near future.  If the recruiter doesn't mention a time frame for second interviews or hiring 

decisions, be sure to ask! 

 
 

INTERVIEW CHECKLIST 

• Research.  

• Decide in advance what you can do to serve the interests of the organization. 

• Be prepared to ask several good questions. 

• Dress conservatively.   

• Bring extra copies of your resume. 

• Double check the date, time and place of the interview. 
 

Research. 
Learn as much as you can about the organization, the position you’ll be interviewing for, and the person 

or people you will be talking with. 

 

Decide in advance what you can do to serve the interests of the organization. 
Keep in mind that primary employer concerns may be quality of work, efficiency, better production and 

likeable people to help get the job done. They want to know what you can do for the organization, not 

what the job will do for you. (Remember, it's all about THEM!) 
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Be prepared to ask several good questions. 
Your questions should involve duties of the job, qualities of the candidate being sought, interest in the 

organization and its goals/products/services, the work environment, etc.  For example, "Earlier you 

mentioned about the _____.  Can you tell me more about that?" or "What would a typical work day 

include?"  or "What are the most important skills you're looking for in the successful candidate?" Other 

questions to consider are "What do you like best about your job? the company?"  "What kinds of 

assignments might I expect the first six months on the job?"  "Who will be my direct supervisor? Can you 

tell me a little bit about that person? Will I have the opportunity to meet him/her today?"  "What is the 

next step in the interviewing process?"  "When should I expect to hear from you?"  You are also 

interviewing them!  Ask questions to determine if this is a place you’d enjoy working and if the position 

interests you.  Will you be happy here?  DON’T ask questions regarding pay, vacation and other benefits 

until they express a hiring interest in you, unless they initiate the discussion.  Still, don’t let those areas 

become your main focus. 

 

Dress conservatively. 
When in doubt, keep these three points in mind:  (1) dress to your advantage; wear a suit that fits good 

and feels good on you, (2) dress to suit your interviewer, (3) dress appropriately for the position for 

which you are interviewing.  Even if you know that a suit is not required every day on the job, remember 

that you don’t have the job yet!  Your professional attire tells the interviewer that you care enough to look 

your very best. 

 

Bring extra copies of your resume. 
Since you may be interviewing with more than one person, bring extra resumes along.  Also, bring letters 

of reference, or the contact information of your references. 

 

Double check the date, time and place of the interview. 
Arrive ten minutes before your appointment and build in time for parking, checking appearance, etc. 

 
 

MORE ON BEHAVIORAL INTERVIEWING 

Behavioral interviewing is a style of interviewing that more and more companies are using in their hiring 

processes.  The basic premise behind behavioral interviewing is this:  The most accurate predictor of 

future performance is past performance in a similar situation.  It provides more objective facts on which 

to base employment decisions than other interviewing methods. Traditional interviewers ask general 

questions such as "Tell me about yourself."  The process of behavioral interviewing is much more probing 

and tries to pinpoint certain characteristics. 
 

Important points regarding behavioral interviewing: 
• Employers predetermine which skills are necessary for the position and then ask very pointed  

   questions to determine if the candidate possesses those skills. 

• In the interview (whether it's via telephone or in person), your response needs to be specific and  

   detailed. Tell them about a particular situation that relates to the question, not a general one.  Tell       

   them briefly the situation, what you did specifically and the positive result or outcome. 

• So you tell a story for one or two minutes. Typically, the interviewer will pick apart the story to try to  

   get at a specific behavior(s).  The interviewer can probe further for more depth or detail such as "What   

   were you thinking at this point?" or "Tell me more about your meeting with that person," or "Lead me  

   through your decision process." 

• Always listen carefully to the question, ask for clarification if necessary and make sure you answer the  

   question completely (and as briefly as possible). 

• Your interview preparation should include identifying examples of situations where you have  

    demonstrated the behaviors sought by a company.  These can be examples from a class, including       
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   team projects, an internship, work experience, leadership positions, volunteer work, extracurricular       

   activities, etc.  Also, give some thought to the experiences, skills and characteristics that the employer      

   might be looking for to help you identify those examples. 

• Your resume will serve as a good guide in answering an interviewer's questions.  Refresh your memory  

   regarding the information included on your resume and in your cover letter.  You will be asked to   

   expand on that information, so be prepared. 
 

Some information on behavioral interviewing provided courtesy of The Career Center, University of Missouri at Columbia. 

 
 

REASONS FOR REJECTION 

• Poor personal appearance    • Condemns past employers 

• Lack of technical knowledge    • Lack of knowledge of the organization  

• Lack of career planning    • Poor academic record 

• Asks no questions     • Limp, fishy handshake    

• Lack of enthusiasm—too passive   • Failure to participate in activities 

• Late to interview without good reason   • Failure to give specific examples 

• Overaggressive—"know-it-all"       • Appears lazy and uninterested 

• Evasive—doesn’t answer questions   • Merely shopping around 

 
 

FOLLOW-UP/THANK YOU LETTERS 

Letters that are emailed or sent via postal mail after the interview are important, regardless of the 

outcome of the interview.  They set you apart from most applicants, expand your friends in the job 

market and help in locking up job offers. These are SAMPLES and should not be directly copied by 

you.  Think about your conversation and use specifics here to make your letter unique!  
 

• EXAMPLE #1 •  
 

111 Cherry Hill Avenue 

Bloomsburg, PA  17815 

Date here 

 

 

Dr. Mary Brown, Director 

ABC Corporation 

4444 Hill Road 

Wayne, PA  19111 

 

Dear Dr. Brown: 

 

Our interview today in the Career Development Center was both interesting and informative.  I learned a 

lot about career opportunities with ABC Corporation.  Thank you for taking the time to visit the 

Bloomsburg University campus. 

 

I am very interested in the ______________ position and look forward to learning more about your 

company’s services.  A copy of my transcript should arrive at your office soon as per your request.  If you 

need additional information, please contact me at (570) 555-1212.  Once again, thank you and I look 

forward to hearing from you. 

 

Sincerely, 

Signature here 

Type your name here 
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• EXAMPLE #2 • 
 

100 East Street 

Bloomsburg, PA  17815 

Date here 
 

 

Mr. Darren Hailey, Recruitment Coordinator 

Yahoo Company 

333 Rider Road 

Harrisburg, PA  17102 

 

Dear Mr. Hailey: 

 

Thank you for talking with me during the recent job fair in Lebanon Valley, PA.  I appreciated learning 

more about (name of company/school district) and the (mention something that was of particular interest 

to you).  Working/Teaching at (name of company/school district) sounds like a worthwhile opportunity 

to put my education, knowledge and skills to excellent use. 

 

Enclosed you will find my completed application and three reference letters.  Thank you again for your 

time, and I look forward to hearing from you soon. 

 

Sincerely, 

Signature 

Luke N. Forajob 

 

Enclosures 
 

= = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = =  
 

• EXAMPLE #3 • 
         

        303 Spruce Street 

        Philadelphia, PA 19000 

        Date here  

 

Ms. Sasha America, Director 

USA All the Way 

1776 Spirit Lane 

Philadelphia, PA 17766 

 

Dear Ms. America: 

 

 I appreciated meeting with you today to discuss the Management Trainee position with (name of 

company).  I was impressed by your organization's commitment to customer service and the 

advancement opportunities available. This is the kind of position where I feel I may successfully apply 

my academic background and experiences in the management field. 

 

 Thank you again for your time and consideration. 

         

        Sincerely, 

        Signature 

        Suzanne A. Arnold         
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• EXAMPLE #4 •        

        122 Main Street 

        Bloomsburg, PA 17815 

        Date here 
 

Dr. Lorenzo Little, Superintendent 

Sticky School District 

4001 Sticky Icky Road 

Sticky, MD  00001 
 

Dear Dr. Little: 
 

 Thank you for meeting with me yesterday at the Bloomsburg University Education Consortium 

to discuss an elementary teaching position with Sticky Schools.  I was especially interested to learn of 

your district’s commitment to supporting students with special needs and technology in the classroom. 
 

 As I mentioned during our conversation, I have a proven track record in teaching at the 

elementary level as well as in teaching the basics of computer learning to students.  As a volunteer in a 

local elementary school, I have spent many hours guiding students as they explore the world of 

computers.  It's very exciting and worthwhile to help students learn and grow in all areas.  I would be 

very interested in contributing to that growth as a teacher in your district. 
 

 Again, many thanks for your time.  If you need any additional information, please contact me at 

(570) 387-7777 until May 13 or at (215) 555-5555 after that date. I look forward to hearing from you. 
 

        Sincerely, 

        Signature 

        Anita Job      
 

= = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = =  
 

• EXAMPLE #5 •  

(Possible for following up after a telephone interview) 
 

400 Acorn Street 

Bloomsburg, PA  17815 

Date here 
 

 

Mr. Alexander Hamilton, Human Resources Specialist 

Helping Hand, Inc. 

222 South Central Way 

Hatboro, PA  19220 
 

Dear Mr. Hamilton: 
 

Thank you for contacting me regarding the counselor position available at Helping Hand, Inc.  I 

appreciated learning more about the position and hope that I provided you with additional insight into 

my academic background and related experiences.  Helping Hand sounds like the kind of place where I 

can successfully assist clients by utilizing my interpersonal, counseling and organizational skills. 
 

As per our discussion, I will wait to be contacted by a hiring manager as to the next step in the process.  I 

look forward to exploring this career opportunity with Helping Hand, Inc. Thank you. 
 

Sincerely, 

Signature 

Eric A. Marks 










