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Don’t know where to start? Start here. 
 

As you prepare to apply for a job or internship, you will need to have a well-written, error-free, tailored resume.  A 

resume is a summary of who you are, what you are capable of doing, and where you want to go. The recommended 

length for a college student or recent graduate is one page. That page, with the accompanying letter, serves as an 

introduction to your qualifications that should make a hiring manager say, “Wow, this person might meet our needs. I’d 

like to know more.” Therefore, the purpose of a resume is not to get a job; it’s to get an interview. 

  

This booklet is intended to assist you in preparing your resume.  Included are suggested guidelines for different types of 

resumes, as well as sample resumes and cover letters. Once you have prepared a rough draft of your resume, we 

encourage you to visit the Career Development Center, where someone will work with you to tailor the resume to you 

and the internship or job you are seeking. 

 

Even if you and your roommate have the same major and experiences, you have different personalities and strengths that 

can show through in your resumes. Good!  No two resumes look exactly the same or contain exactly the same 

information.  Let your personality shine through. Your completed resume should present an excellent picture of YOU!  

 

Different industries have ideas about how resumes should look and what they should include. A computer programmer’s 

resume will look different than a photographer’s. If you are applying for different types of jobs, you need different 

resumes for each. Whitney’s dream is to be an accountant during the day and a youth leader on nights and weekends. She 

needs one resume to highlight her business know-how and the other to show she can facilitate activities and care for 

teenagers. 

 

Prior to writing a resume, it is important to evaluate your own goals, talents, interests and experiences. Take some time 

to brainstorm. Write down as much of the following information as possible: 

 Name, location, and dates of each place you have been employed, your position, description of your 

responsibilities and achievements there 

 Names, locations, and dates for all colleges and universities you attended 

 Exact title of the degree toward which you’re working, your specific major(s), minor(s), and GPA. Include any 

degrees/certificates you’d previously earned as well   

 A list of all the extra-curricular activities in which you participate 

 Any information about volunteer and/or community work you completed 

 Descriptions of any paid or unpaid internships you’ve had. Include responsibilities, equipment, or technology you 

learned, etc.  This information shows experience in your field 

 Any honors or scholarships you’ve received 

 Name(s) of any professional organizations or memberships with which you are affiliated, including student 

memberships and offices held 

 A list of people who can attest to your character or hard work in school or on the job.  More on this in a later 

section 

 

Soon you’ll organize this into sections and pull out the most relevant pieces for the position you seek. If your page still 

looks empty after all this, consider what steps you can take to build it. Is there an organization you can join to learn more 

about your field? Is there a way you can volunteer that will give you relevant experience? 
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Formatting 
 

TYPES OF RESUMES 

 

Resumes are typically structured in one of three ways: 

 Functional: qualifications from a variety of situations grouped by skill/competency 

 Chronological: for individuals with clearly defined career goals, a specific objective, and extensive 

related work experience 

 Combination: utilizes aspects of both Chronological and Functional.  

This booklet focuses on Combination resumes, but if you think one of the other formats would better 

showcase your experiences, the Career Development Center can help you design it. 

 

 

LAYOUT 

As it said in the introduction, no two resumes will look alike. There are endless possibilities for crafting an 

organized, sleek resume, but here are a few guidelines: 

 Use an easy-to-read font. Branch out from Times New Roman! 

o Consider Palatino, Garamond, Futura, Book Antiqua, Century or Perpetua. 

 Sizes for headings can be larger than the main text 

 Margins can be .8” on top, .5” on bottom, and 1” on the sides 

o Proper margins help with visual appeal and sufficient margins allow employers to write notes 

in those sections. 

 The sections of your resume should be in the order that shows your qualifications best 

 Color can be used moderately, but plan for the document to be printed in grayscale 

 Examine the printed version of your resume to see if it’s eye-catching and easy to follow 

 Save your resume as a .pdf (Adobe PDF) file before submitting in order to ensure that your design and 

format remain intact. 
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The Parts of a Resume 
HEADING 

 

The heading includes all of your contact information: 

 Your full name (or the way you formally sign your name). Your name should be clearly seen and stand 

out from the rest of the resume 

 Current campus address and/or permanent address 

 The best phone number to reach you 

 Email address (should sound professional; a free email account that can travel with you is useful) 

 Website URL (only if your website contains professional information) or LinkedIn URL 

 

Melissa L. Monroe   mlmonroe@gmail.com 

School Address: 3200 College Ave., Box #9009, Beaver Falls, PA 15010  
Permanent Address:  8899 S. Haywood Dr., Alexandria, VA 95959 654-123-7890 
 

J. Sawyer Ford 
3200 College Ave., Box #4815, Beaver Falls, PA 15010 | Sawyer@yahoo.com | 424-566-7339 

 

Julia Marie Bentz 

509 Portland Dr.     juliebentz@gmail.com 
Pittsburgh, PA 15201 654-123-7890 

 
OBJECTIVE STATEMENT/ PROFESSIONAL SUMMARY 

 
In recent years, the trend has been to eliminate the objective statement from a resume. The reason for this is 
that the “objective” is to get the position for which you’re applying.  Unless you can show how you resonate 
with the company or you can highlight a specific skill you have that will match a need there, consider 
eliminating the objective statement altogether.  You may want to use a professional summary instead; this 
short statement is designed to highlight a series of skills you’ve developed in a concise manner.  If you choose 
to eliminate your objective statement, be sure to demonstrate that you’re focused and you know what you 
want to do.  This can be done by including the title of the position you’re seeking at the top of your page 
(under your header). 
 
Should you want to know more about objective statements, read the comments below: 
 

The purpose of this section is to give a brief glimpse of the type of position you seek and why you can do it 

(education, skills, related accomplishments).  Most employers agree that the objective of a job seeker is to get 

the job the person is applying for; therefore, many job seekers will eliminate an objective statement from their 

resume.  If, however, you can show how you resonate with the company, highlight what you know about the 

company, or when a specific job title/position is being pursued, you can add a 1 – 3 line objective.  Remember 

to keep it short, showcase what the company will gain by hiring you, and make it valuable by being specific.  A 

summary of qualifications is most useful for someone with good experience or to highlight achievements. It 

can be written in paragraph or bulleted format, but should not exceed six lines. Both of these should be 

written to reflect the requirements of a job description. 
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The following are examples: 

 

Purpose: To secure an exciting position in retail marketing where I can utilize my innovative consumer 

marketing techniques to enhance company performance 
 

Objective: Seeking a position as an engineering VP/director/manager in initiatives that utilize state-of-

the-art, software and/or hardware components with a creative, technology-driven organization in an 

environment that encourages innovative thinking, recognition, and career development.  

 

Career Objective: Achievement-driven and results-oriented recent Honors Graduate interested in 

working in Business management or Sales 
 

SUMMARY OF QUALIFICATIONS 
 Demonstrated strong interpersonal and communication skills in personal and professional 

counseling 
 Facilitated/organized professional development seminars and new employee training 

programs 
 Motivated; an initiator; goal-oriented; project-driven 

 
Professional Summary: 

Multi-faceted, efficient & reliable administrative professional with 10+ years of experience supporting 
executives, sales and managers to improve internal operations for small businesses. Proficient in all of 
the standard office desktop software, CRM applications and design programs. Diversified skill sets 
covering administrative support, client relations, writing, human resources & recruiting, account 
management and project management.  
 

EDUCATION 

 

For most graduates and current students, it is advisable to put this information near the top of your resume.  

List your most recent degrees first. Include: 

 Your current college 

 Date of expected completion 

 Other institutions you’ve attended, if the courses did not transfer in to your current college or you 

earned another degree or certification there 

 The degree (Associate, Bachelor, Master) 

 Your major, written out (i.e. NOT BSBA, instead Bachelor of Science in Business Administration) 

 Minors or concentrations, if you have them 

 GPA if higher than 3.0 

 

There are a number of other things you may have done during college that can be included either here or as a 

separate section:  

 Relevant major courses you’ve taken 

 Study abroad experience 

 Research presentations 

 Large projects or papers 

 Simulations  
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The following are examples: 

 

Education Bachelor of Science in Elementary Education             May 2015 

Certifications in Early Childhood & Reading    GPA: 3.5 
Geneva College, Beaver Falls, PA  

 
 
 

EDUCATION  Bachelor of Science in Psychology           May 2014 

Geneva College, Beaver Falls, PA  

Courses in Abnormal Psychology, Psychological Testing, & 

Contemporary Psychotherapies 

 

Associate of Science in Justice Studies           May 2012 

Gloucester County College, Sewell, NJ 

 
 

SKILLS 

 

List industry specific skills (found on www.onetonline.org ) as well as relevant transferrable skills such as 

computer skills, which are highly marketable and will serve as a benefit to most positions.  If your computer 

skills extend to more technical skills and programming languages, be sure to highlight these skills clearly. 
 

Other skills may include language (reading, writing, speaking foreign languages), customer service, and 

leadership.  Examples: 

 

Computer Skills              Windows XP, Microsoft Office Suite, DreamWeaver, Auto CAD, C#, MATLAB 
 

Business Skills • Video Conference Facilitation                                      • Financial Reporting 
 • Account Management                                                        • Budget Analysis 
 

 

EXPERIENCE 
 

This section of the resume may include paid work, internships, volunteerism, etc.   Depending on your 

individual history, you can choose to separate them into different sections. 

 

List each place of employment with location (city, state), dates of employment (month/year), and position(s) 

held. Make a bulleted list to explain responsibilities, skills demonstrated and accomplishments achieved for 

each position.   Emphasize the contribution you made as a result of performing those duties. For current 

employment, keep description in the present tense. Use past tense for previous experiences. 

 

This section lends itself to the use of strong verbs to emphasize performance and accomplishment. 

 

  

http://www.onetonline.org/
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An example might look like this: 

 

Business Intern August 2013 – present 

Cape Fear Canoes, Fayetteville, NC 

 Research the industry and the company’s competition to ensure company is on 

the cutting edge of marketing our products 

 Only intern chosen to perform SWOT analysis alongside leadership 

 Initiated project to reorganize filing system  

 

Groomer’s Aide May 2012– January 2013 

Fluff ‘N’ Tuff Pet Salon, Charlotte, NC     

 Processed payments totaling hundreds of dollars each day 

 Interacted with customers and animals to ensure needs were met 

 Assisted with washing and drying dogs 
 

Whatever jobs you’ve had, focus on the skills and personal qualities that those odd jobs demonstrate.  A good 
work history, whether it is directly related to your current objective or not, communicates dependability, 
initiative and motivation. These qualities are valuable to employers, no matter what your particular field. 
Special attention should be paid to accomplishments and results achieved through your work. It is important 
to highlight how you have been successful in previous posts.  
 

 

HONORS AND ACTIVITIES* 

 

For students and recent graduates this is an excellent section to include. This section may be placed 

immediately following education or at the end of the resume, depending upon the extent of the content in this 

area. Honors and Activities may also appear as separate sections.  However, if Dean’s List is your only honor, 

you may want to include Honors with Education and create a larger Activities section.  Sample: 

 
 

Honors / Activities Dean’s List 2012-2014 

 “Outstanding Work and Achievement Award” Fall 2014 

 Student Senate Representative 2011-2012 

 Marching Band 2010-2012 

 

 
*Please note: “Activities” is one of the most commonly misspelled words on a resume 
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REFERENCES 

 

It is not necessary to include “References available upon request” at the bottom of your resume. Instead, 

prepare a separate page for references using the same heading as your resume and cover letter. References 

give the employer access to people who will provide more information and insight into your qualifications.  

Think about who you know that can attest to your work ethic, motivation, integrity, etc. Look to include three 

to five people. It is most helpful to ask a variety of people such as supervisors, professors, advisors or coaches 

to provide different perspectives. Always ask permission to list someone as a reference.  

 

Title the page References and center it between the left and right margins. Then provide entries for each 

person, including their: 

 Name (include Dr. if it applies, or Mr./Ms. to show respect) 

 Job title  

 Place of employment  

 Address  

 Email address*  

 Phone number* 

*Unless your reference tells you otherwise, use their work information 

 

Sample entry: 

 

Mr. David Romanoff 
Assistant Manager 
Cape Fear Canoes 
5700 Ramsey Street 
Fayetteville, NC 28311 
910-630-5472 
David@cfcanoes.com 

 

 

Print the Reference Page on the same kind of paper as your resume. If the job posting specifically asks for 

references, be sure to send this sheet with the resume and cover letter. Otherwise, offer it when you meet in 

person. 

 

Employers typically don’t contact references until after they’ve interviewed a candidate, so be sure to let your 

references know when you have interviewed.  Give each of them a copy of your resume and consider 

including the position description so they can see what you would be doing. 

 

When you have obtained a position, write notes to your references, thanking them for their assistance. 
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 Able 

 Accelerated 

 Accomplished 

 Achieved 

 Acted/functioned 
as… 

 Adapted 

 Addressed 

 Adept at… 

 Administered 

 Advanced 

 Advised 

 Advocated 

 Allocated 

 …amounting to a 
total savings of… 

 Analyzed 

 Appraised 

 Approved 

 Arbitrated 

 Arranged 

 Assembled 

 Assessed   

 Assigned to… 

 Assisted 

 Attained 

 Audited 

 Authored 

 Balanced 

 Budgeted 

 Built 

 Calculated 

 Catalogued 

 Chaired 

 Clarified 

 Classified 

 Coached 

 Collaborated 

 Collected 

 Committed 

 Communicated 

 Compiled 

 Computed 

 Conceptualized 

 Conducted 

 Consolidated 

 Consulted 

 Contracted to… 

 Contributed 

 Controlled 

 Convinced 

 Coordinated 

 Corresponded 

 Counseled 

 Created 

 Customized 

 Defined 

 Delegated 

 Delivered 

 Demonstrated 

 Designed 

 Developed 

 Devised 

 Devoted 

 Diagnosed 

 Direct/indirect 
control 

 Directed 

 Dispatched 

 Distinguished 

 Diversified 

 Drafted 

 Earned 

 Edited 

 Educated   

 Eliminated 

 Enabled 

 Encouraged 

 Engineered 

 Enhance 

 Enlisted 

 …ensure 
maximum… 

 Established 

 Evaluated 

 Examined 

 Executed 

 Expanded 

 Expedited 

 Experience 
included… 

 Experienced in all 
facets of… 

 Expertise and 
demonstrated 
skills… 

 Explained 

 Extended 

 Extensive training 
in… 

 Extracted 

 Fabricated 

 Facilitated 

 Familiar with… 

 Fashioned 

 Forecasted 

 Formulated 

 Founded 

 Fulfilled 

 Gained 

 Gathered 

 Gave 

 Generated 

 Guided 

 Handled 

 Headed 

 Hired 

 Honored as… 

 Hosted 

 Identified 

 Illustrated 

 Implemented 

 Improved 

 Improvised 

 In charge of… 

 Increased 

 Influenced 

 Informed 

 Initially 
employed… 

 Initiated 

 Innovation 
resulted in… 

 Inspected 

 Installed 

 Instituted 

 Instructed 

 Instrumental in… 

 Integrated 

 Interaction with… 

 Interpreted 

 Interviewed 

 Introduced 

 Invented 

 Investigated 

 Knowledge of… 

 Launched 

 Lectured 

 Lobbied 

 Maintained 

 Managed 

 Marketed 

 Mastered 

 Maximized 

 Mediated 

 Moderated 

 Modernized 

 Monitored 

 More than [ ] 
years of 
experience… 

 Motivated 

 Negotiated  

 Observed 

 Obtained 

 …on an 
ongoing basis 

 Operated 

 Organized 

 Originated 

 Overhauled 

 Oversaw 

 Participated 

 Performed 

 Persuaded 

 Pioneered 

 Planned 

 Prepared 

 Presented 

 Prioritized 

 Processed 

 Produced 

 Proficient at… 

 Programmed 

 Projected 

 Promoted 
to/from… 

 Proposed 

 Proven track 
record in… 

 Provided 

 Provided 
technical 
assistance… 

 Published 

 Purchased 

 Pursued 

 Quantified 

 Quantitative 

 Ranked 

 Received/ 
Recipient of… 

 Recommended 

 Reconciled 

 Recorded 

 Recruited 

 Redesigned 

 Reduced 

 Reengineered 

 Referred 

 Rehabilitated 

 Remained as… 

 Remodeled 

 Reorganized 

 Repaired 

 Reported 
directly to… 

 Represented 

 Researched 

 Resolved 

 Restored 

 Restructured 

 Retrieved 

 Revamped 

 Reviewed 

 Revised 

 Revitalized 

 Safeguarded 

 Scheduled 

 Screened 

 Secured 

 Selected 

 Served/operated 
as… 

 Set goals 

 Set up 

 Shaped 

 Simplified 

 Solved 

 Spearheaded 

 Specialize in… 

 Specified 

 Spoke 

 Standardized 

 Stimulated 

 Strengthened 

 Structured 

 Successful in… 

 Suggested 

 Summarized 

 Superseded 

 Supervised 

 Supported 

 Surveyed 

 Systematized 

 Tabulated 

 Targeted 

 Taught 

 Temporarily 
assigned to… 

 Tested 

 Trained 

 Transcended 

 Transformed 

 Translated 

 Tutored 

 Unified 

 Upgraded 

 Utilized 

 Validated 

 Valued 

 ...which resulted 
in… 

 Worked closely with 

 Wrote 

 

Great Words and Phrases 
to give your resume some zing! 
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JUSTIN PROPER 
 93 S. Walnut St. Chadds Ford, PA 19317   ◊   (610) 537-7469   ◊   Proper.J@gmail.com 

 
  

 

Summary of Qualifications 
◊ Exceptional knowledge of principles used in wildlife management, conservation, and 

ecological sustainability in regards to global development 
◊ Proven capabilities with research, laboratories, and statistical methods 
◊ Strong ability to engage the public while maintaining suitable setting for plants and 

animals 
◊ Reputation for analyzing issues affecting habitats and populations 
◊ Excellent interpersonal, verbal, and organizational skills 

 

Education 
Bachelor of Science in Biology, Geneva College – Beaver Falls, PA May 2014 
Concentration in Environmental Biology                      GPA: 3.5 
 
Coursework, Au Sable Institute of Environmental Studies – Mancelona, MI May-July 2012 
Environmental Education, Orthinology, Conservation Biology 
 

Experience 
Wildlife Volunteer, ARL Wildlife Center – Pittsburgh, PA March 2012 – Current 

◊ Assists Education Director with planning programs and public appearances  
◊ Effectively integrates live animals into out-of-classroom education presentations 
◊ Trusted to provide care for orphaned owls until their release  

Student Researcher, University of Florida – Gainesville, FL May – August 2013 
◊ Awarded undergraduate research grant from the National Science Foundation to explore 

nesting habits of the Wood Stork 
◊ Presented research at a biology seminar and poster presentation 
◊ Attended seminars and lectures concerning current issues and biological research  

Animal Care Intern, Philadelphia Zoo – Philadelphia, PA  May – August 2011 
◊ Assisted with daily educational presentations using artifacts and live animals to enhance 

visitors’ understanding of natural world 
◊ Conducted feedings, exhibit maintenance, health/behavior documentation, and medication 

distribution for parrots, raptors, porcupines, cows, reptiles and amphibians 
 
 

Community & Campus Involvement 
Creation Stewardship Club   ◊   Eagle Scout   ◊   Jazz Band 
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Blaire James 
3590 College Ave.                                                                                                                                                                     397.637.9213 

Beaver Falls, PA 15010                                                                                                                          blaire.james@geneva.edu 

Summary 
 Motivated individual with experience in training, leading, and working in diverse environments 
 Strong development skills demonstrated through consistent academic and job performance 

 Proven leadership and team-building skills demonstrated through relevant experience, internship 
and extra-curricular activities 

Education 
 

Bachelor of Science in Business Administration 
Concentration: Marketing 
Geneva College, Beaver Falls, PA 

 GPA 3.96 

 Dean’s List 7 consecutive semesters 

Semester Abroad 
James Cook University, Townsville, Australia 
•   Courses in International Business and Marketing Management 

 May 2015 

 

 

 

Jan.- May 2013 

 

Experience Marketing Services and Public Relations, Special Events Intern 
Geneva College, Beaver Falls, PA 
 Plan, organize, and execute small and large scale events 
 Delegate responsibilities to part time interns 
 Organize and manage staging inventory 
 Contract with vendors, negotiate payment and coordinate activities 

Enrollment Services, Receptionist and Campus Tour Host 
Geneva College, Beaver Falls, PA 
 Process and distribute large and small scale mailings 
 Provide quality customer service via phone, email, and face-to-face interactions 
 Host families visiting the campus by relaying factual information and answering 

questions about the college 

Food Services, Banquet Server 
Geneva College, Beaver Falls, PA 
 Wait on numerous guests simultaneously while serving at banquet events 

2013 – Present 
 
 
 
 
 

 

2014 – Present   
 
 
 
 
 

2011 – 2013 
 

 

Skills  Microsoft Office including Word, PowerPoint, and Excel 
 Mac OS X system experience 
 Adobe Illustrator 
 Spreadsheets 
 Event registration organization and filing 
 Detail oriented 
 Proficient at public speaking 
 Multi-tasking and coordinating abilities 

 

Associations and 
Activities 

 Alpha Chi National Honor Society 
 Geneva College Honors Program 
 Business Professional Women’s Club, Geneva Chapter 
 Founding member and Secretary of Geneva College Marketing Club 
 Big Brothers Big Sister volunteer 
 Freshman Orientation leader 
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 261-339-5161 
 jon.dickinson@gmail.com 

JONATHAN DICKINSON 1747 Torino Dr. Princeton, OH  46310 

 

CIVIL ENGINEER  
 

Strong civil educational background complemented by internship experience in transportation industry. 

Effectively combines creative thinking with technical proficiency. Proven success in team-based projects.  
Excellent verbal and written skills with detail-oriented approach for completing projects and assignments. 

 

EDUCATION  
 

Bachelor of Science in Engineering, Civil Concentration                    Anticipated Graduation May 2016 

Minor in Mathematics         

Geneva College, Department of Engineering, Beaver Falls, PA                                    Cumulative GPA: 3.86 
 

FE EXAM 
 

Passed Fundamentals of Engineering Exam                                                                               April 2014 
              

INTERNSHIP EXPERIENCE   
 

DLZ Ohio, Inc., Bridge Department, Cleveland, OH                                                              Summer 2013 

Engineering Intern 
 Used the LFR method to Load Rate 145 bridges across the state of Ohio consisting of various bridge types 

 Became proficient using BARS software and gained exposure to BRASS and STAAD software 

 Performed field work, rated truss members, flexure members, gusset plates, and connections 
 

Ohio Department of Transportation, District 12, Garfield Heights, OH                            Summer 2011, 2012 
Intern 

• Gained knowledge in contractor and sub-contractor inspection and state specifications 

• Inspected the removal and reconstruction of seven miles Interstate 77 (subgrade, subbase, & asphalt) 
and thirteen bridges, numerous miles of pipelines, a retaining wall, a barrier wall, and a noise wall 

• Made numerous measurements and calculations, detailed drawings, spreadsheets, payments, and 
miscellaneous jobs both in the field and in the office 

 

WORK HISTORY  

 

Ridgewood Golf Course, Parma, OH                                 June 2008 - August 2010 
Golf Cart Attendant 

• Responsibilities included washing and preparing carts for use, clubhouse and course maintenance, 
Ridgewood Men’s Association events, and major golf outings 

 

PROFESSIONAL SKILLS 

• Problem-solving, public speaking, and effective communication skills 

• Ethical and professional behavior, open mind and positive attitude, desire to learn 

• Design process, surveying, bridge inspection, bid letting, detailing and drafting 

• Structural Analysis, Reinforced Concrete design, and Steel design using the LRFD method 

• AutoCAD2008, 2009, 2010, & 3D, MathCAD, STAADPRO, C++, Microsoft Office 2010 
 

HONORS AND ACHIEVEMENTS   
• Geneva College Men's Basketball, Varsity Letterman                     2012-2013 

• Dean’s List, Geneva College               2012-2014 

• 3rd Place, ASCE Ohio Valley Region, Steel Bridge Technical Paper/Presentation                   2013 
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Profile 

 
 

 

Education 

 

 
 

 

 

Experience 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

        Skills 

 

 

 

Employment 

 

 

 

Demo reel  

 

Community Service  

Visionary producer/camera operator with passion for storytelling 

Technically proficient with desire to continue improving 
 

 

Bachelor of Arts in Communication                 May 2014 

Geneva College, Beaver Falls, PA  

Relevant Coursework: 

 Public Speaking    

 Foundations of Integrated Media 

 Communication and Culture 

 

Producer 

Geneva College Tornado Vision, Beaver Falls, PA                                 2013-2014 

⁞ Plan and produce weekly student-run news program 

 

Producer/Director 

“ASL for Ducks” – Beaver Falls, PA                   Fall 2013 

⁞ Awarded Best Overall Film at Geneva College Film Fest 

 

Camera Assistant 

“Alaskan Breeze” - Sweet Time Productions, Anchorage, AK         Summer 2013 

⁞ Converted files from camera to computer 

⁞ Anticipated and responded to operators’ needs during filming 

 

Volunteer/Job Shadow   

KTVA-TV CBS Affiliate, Anchorage, AK              Summers 2012-2013 

⁞ Assisted in remote broadcasts as needed 

⁞ Observed station operations 

 

FinalCut, After Effects, Illustrator, Photoshop, 

budgeting, lighting, operating professional cameras  

 

 

Cashier – Rite Aid Pharmacy; Beaver Falls, PA         2011 – present 

⁞ Demonstrated reliable, friendly customer service 

⁞ Worked with a team to improve safety in the workplace 

 

vimeo.com/user178095 

 

Sound Booth Operator – Pathway Church, Chippewa, PA       2013 – present 

Emma B. Windsor 
6777 Belmont Drive, Seward, AK 99664 

908.658.2319 | Emma_Windsor@yahoo.com 
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NATHANIEL EATON                     eaton_nate@yahoo.com 

739 Harvard Drive,               Home:               
570.788.0592 
Sayre, PA 18840              Cell:              724.332.1917 

 
 
EDUCATION Bachelor of Science, Computer Science & Applied Math  May 2014 
 Concentrations: Science & Math, Web Design   GPA 3.9 
 Geneva College, Beaver Falls, PA 
Relevant Coursework: 
 • Object-Oriented Programming  • Digital Systems 
 • Computer Architecture  • Linear Algebra 
 • HTML & Web Programming  • Discrete Math 
 • GUI Design   • Differential Equations 
 • Systems Engineering  • Partial Differential Equations 
 
COMPUTER • BASIC • C++ • C#  • C++/CLI • Visual Basic 
SKILLS • Java • Javascript • Perl  • HTML • Macro Express 
 
EXPERIENCE Gilmore Associates, Cambridge, MA May - August 2013 
 Summer Intern 
 • Manned customer support telephone lines 
 • Installed and troubleshot wireless internet connections 
 
 Connection Computers, Sayre, PA Fall 2011-2013 
 Computer Repair Assistant 

 • Repaired minor and major computer problems, including hardware, software, and 
    operating system issues 

 • Offered basic customer service, including customer paperwork and payments 
 
 Waterson Presbyterian Church, Waterson, NY 2009-2011 
 Various Positions 
 • Wrote a computer program to help a local charity 
 • Served as sound board technician for Sunday services and special events 
 
EMPLOYMENT McCartney Library, Beaver Falls, PA January 2011 - Present 
 Student Worker 
 • Assisted with computer problems and wrote macros to improve efficiency 
 • Performed duties in both inter-library loan and periodicals departments 
 
 Alexander Dining Hall, Beaver Falls, PA August 2010 - Present 
 Student Worker 
 • Responsible for washing of the floors and tables in the kitchen and dining area 
 
 MASCO Retail Cabinet Group, Sayre, PA May - August 2010 
 Temp Worker 
 • Engaged in assembly-line work, loading woodcutting machines and sorting pieces 
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Jaclyn R. Hardenbergh 

 
 
 

 
 
 
 

Teaching Experience  
 

Student Teaching—Third Grade, Reading and Writing October-December 2014 
Mrs. Kristen Mendez, Central Elementary School, Beaver Falls, PA 

◦ Developed interactive lessons and leveled assignments, modified assessments for struggling readers 
 

 

Student Teaching—Kindergarten August-October 2014 
Ms. Whitney Smith, Central Elementary School, Beaver Falls, PA 

◦ Planned lessons and leveled groups, coordinated with parents of students with behavior issues 
 

 

Practicum—Second Grade February-April 2014 
Mrs. Amy Williamson, Center Grange Primary School, Aliquippa, PA 

◦ Created interdisciplinary small group activities related to the social studies and reading curricula 
 
 
 

 
Related Experience  

 

 
Program Assistant—Johns Hopkins Center for Talented Youth, Sandy Spring, MD Summer 2014 

◦ Cooperated with instructors for Writing and Reading Workshop, and Introduction to Robotics 
 

 
Camp Counselor—Bethel Valley Summer Camp, Wilmore, NJ Summer 2013 

◦ Facilitated social activities and chaperoned field trips for students, first through sixth grades 
 

 
Tutor—Geneva College ACCESS Office, Beaver Falls, PA. January 2011 - May 2012 

◦ Tutored college students in Greek, educational psychology, and humanities 
 

 
Language Arts Teacher—Wesleyan Christian Academy, Nicholasville, NJ Summer 2011 

◦ Taught a review grammar and writing program for students entering sixth and seventh grades 
 

  

 Patient, organized, and flexible teacher, seeking elementary position where I can develop my classroom as a 
haven for learning 
 

 Committed to fostering autonomy, challenging students to be actively involved in their own education 
 

 Experienced in differentiating instruction, implementing leveled groups, and making accommodations in 
assessment to meet the needs of diverse learners 

 

 Comfortable developing interdisciplinary activities to guide students in collaborative study of curriculum content 
 

 Able to consistently establish and maintain positive rapport with para-educators, fellow teachers, and parents 

3200 College Avenue, Box 1719, Beaver Falls, PA 15010        JaclynHardenbergh@live.com                           856-721-1398                                                                        

Geneva College                                        Bachelor of Science in Elementary Education                                               May 2014                                                                                                                                                                                            
Beaver Falls, PA                 PA Certification (K-6)                                                                GPA:  3.98 

Professional Profile: 
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ESL Teacher—House at the Crossroads, College Park, NJ                                                   May 2008 - April 2009 

◦ Taught weekly English classes for adults, practicing conversation and written communication 
 

 
Latin Teacher—Calvary Cooperative Group, New Brunswick, NJ                           September 2007-April 2009 

◦ Developed a Latin program for homeschooled students, teaching weekly Latin I and II classes 
 

 
Tutor—Mount Laurel, NJ                                                                                                           Summers 2007 - 2008 

◦ Tutored elementary and middle-school students in math and reading 
 

 
Additional Work Experience  

 

 
Business Bookkeeper—Jessup Mill, NJ                                                                               June 2007 - August 2010 

◦ Prepared monthly invoices and expense reports for an engineering consultant 
 

 
Pet Care—New Brunswick, NJ                                                                                  June 2005 - November 2010 

◦ Started and ran a business caring for neighborhood pets 
 

 

Note: Education majors are permitted to have a two-page resume; 

however, it is recommended that you have a full two pages.  Additional 

items to include when needing to fill additional space include course work 

completed, specific skills, relevant projects completed, activities, honors, 

community service, etc. 

Jaclyn R. Hardenbergh 
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James Manning 

125 Brown Road    Providence, PA 15162    (412) 468-4505    jmanning@comcast.net  
 

HUMAN RESOURCES  |  TRAINING  &  DEVELOPMENT  

Human Resources education: instruction in organizational analysis, hiring, compensation, 

organizational communication, management & supervision, interventions & training 

Skills: experience in application processes, organizational behavior, auditing health, safety policy, & 

procedures 

Supervisor: conducted retention and career development support 
 

HR SKILLS 

 
 Employment Law 

 FMLA/ADA/EEO 

 HR Policies & Procedures 

 Staff Recruitment & Retention 

 Employee Relations 

 Alternative Dispute Resolution (ADR) 

 

 Orientation & On-Boarding 

 Training & Development 

 Performance Management 

 

EXPERIENCE 
  

FINANCIAL COACHING RESOURCES, — Pittsburgh, PA 

Provides performance coaching program, services and solutions to measure service and sales 
performance for credit unions and banks. 

Human Resource Assistant, 2011 to Present 

 Facilitate incoming and outgoing communications for the Human Resources department. 

Maintenance of personnel files and new hire documents. Responsible for new employee orientation 

Service Shopper, 2010 to 2011 

 Played a key role in evaluating bank employees. Results were used to guide management from 

preparatory to core to developing professional selling behaviors in their employees 

 

 

171 AIR NATIONAL GUARD — Coraopolis, PA 
Assists local and state authorities at the direction of the Governor and provides resources for global 
engagement to meet national objectives. 

Dental Assistant, 2007 to 2010  

 Supervised the enlisted members of the Dental section, conducted retention interviews, managed 
Readiness Skills Verification program, conducted annual quality reviews on Dental records. 

Appointed as a drug-testing monitor 

EDUCATION & TRAINING  

 

GENEVA COLLEGE 
Beaver Falls, PA 
BS in Human Resources, 2014 

COMMUNITY COLLEGE OF BEAVER COUNTY  

Monaca, PA 
Business courses, 2010-2012 

 

CERTIFICATE for Diversity Practitioner of the 21st Century, 2011 
 
DENTAL APPRENTICE COURSE, Sheppard Air Force Base, Wichita Falls, TX 2007 

 
Computer Skills: 

 MS Office (Access, Word, PowerPoint, Excel, Outlook, Publisher) 
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Krista.McConaughey@geneva.edu          Krista McConaughey 
1209 4th Avenue, Beaver Falls, PA 15010                                                                      (330) 313-5491 
                                                                                           

Objective 
 

 To provide holistic care to senior citizens using my educational background, compassionate nature, and 
ability to collaborate with others.  

 

Education  
 

Bachelor of Science in Human Services              December 2013 
Geneva College, Beaver Falls, PA                                                                                                                                     GPA:3.82 
                                                 

Specialized Areas of Study:
 The Family System in Context   American Sign Language            Emotion & Memory    
 Counseling & Helping Skills    Abnormal Psychology               Adulthood and Aging 

 

Related Experience 
 

Intern                         August -December 2013 
Kingsway Hospice, Cranberry Twp., PA  

 Visited with three clients weekly to provide companionship and emotional support 

  Assessed changes in clients’ physical, cognitive and social status 

 Shadowed and collaborated with several departments within the agency, including social work, 
marketing, chaplain care, nursing and administration 

 Attended team meetings and assisted with planning and executing agency events 
 

Social Work Assistant                                                                                                                    May 2012- August 2013 
Lakeview Retirement Home & Elder Care Center, New Galilee, PA 

 Shadowed the social work department director and participated in team meetings as well as client 
care sessions 

 Made referral calls to partnering agencies to arrange for patient services 

 Assisted with paperwork, case notes, filing, and documentation of patient intake 

 

Work History 
 

Teaching Assistant           September 2011-Present 
Geneva College Psychology Department, Beaver Falls, PA 

 Led study groups and individual tutoring sessions 

 Took notes during classes to assist students with special needs 
 
 

Challenge Course Facilitator                                                                                                               May - September 2011 
Geneva College Pisgah Program, Beaver Falls, PA  

 Facilitated groups on the ropes course utilizing group games, team building activities, and 
challenging initiatives 

 

Volunteerism 
7th Grade Small Group Leader                                                                  September 2011- June 2012 
New Life Fellowship Church, Beaver, PA 

 Planned and supervised weekly activities for seventh grade girls, including service activities  
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SCOTT CEREZA 

_______________________________________________________________  
4692 Queen Street, Somerset, PA 20497 | CerezaS@gmail.com | (987) 621-3054 

 
OBJECTIVE_______________________________________________________ 
 
Seeking an opportunity to provide research assistance, information literacy, technological 
application, and organizational and administrative support 
 
 

EDUCATION______________________________________________________ 
 
Bachelor of Arts in History, minor in Political Science                May 2014 
Geneva College, Beaver Falls, PA                    
 
Knowledge areas:  · British Colonialism   · US from 1492  
   · Modern Africa and Middle East · French Revolution 
  
 

EXPERIENCE_____________________________________________________ 
 
Teacher Assistant for U.S. History courses 
Geneva College, Beaver Falls, PA                               August 2012 – Present 

 Worked closely with two professors 

 Responsible for grading, tutoring, and assisting in study sessions 

 Co-taught classes each semester 

 
Independent Research Study 
Geneva College, Beaver Falls, PA                    August 2013 – Present 

 Identified and formulated research questions based on analysis of historical  
information of Western Pennsylvania 

 Conducted research using multiple resources including online databases and  
library reference material 

 Presented findings to seminar participants, engaged peers in group  
discussion, and incorporated feedback into final written document 

 
 

OTHER INVOLVEMENT______________________________________________ 
 History Club President                                                   August 2013 – Present 

 Campus newspaper staff reporter                                   August 2011 – Present 

 Worked on political campaign for local representative       Summer 2010 
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SJD  Sarah Jean Dempsey 

92 Virginia Avenue, Philadelphia PA 10256 

(215) 882 – 4528 • SJDempsey@gmail.com 
 

Summary 
 
• Proficient at public speaking and delivering media presentations (PowerPoint, SlideRocket) 
• Experienced with mass communications technology (MS Office, Photoshop, inDesign) 
• Background in an array of leadership styles and positions 
• Demonstrates self-leadership by initiative and positive approach to tasks 
• Exhibits consistent willingness and aptitude to learn new skills 
• Creates team environment by establishing good working relationships with diverse individuals 
 
Education 
 
Bachelor of Arts in Independent Studies  December 2014 
Concentration: Communications, Political Science, and Leadership Strategies Major GPA: 3.8 
Geneva College, Beaver Falls, PA 
 
Experience 
 
Steel City Media, Pittsburgh, PA  January – June 2013 
Promotions Intern 
• Responded promptly and positively to requests for information from customers 
• Accurately managed and analyzed informational databases 
• Ensured an energetic and efficacious interaction with publics, coworkers, and supervisors 
 
Geneva College, Beaver Falls, PA  May 2012 
Adventure-based Leadership Training 
• Engaged discussion about leadership principles and teamwork 
• Completed group bike trip from Pittsburgh, PA to Washington DC over five days 
• Developed vision for personal leadership goals and anticipated future roles  
 
Pennsylvania Commission for Women, Harrisburg, PA  Summer 2013 
Intern 
• Directed customers to appropriate resources 
• Educated on women’s issues and governmental response 
• Aided in production of quarterly newsletter, Commonwealth of Women 
 
Rita’s Water Ice, Philadelphia, PA  June 2009 – August 2010 
Crew Leader/Shift Manager 
• Orchestrated numerous successful promotional events 
• Trained new workers in correct operational procedures and company policies 
• Managed and accounted for all profits at the end of workdays 
• Resolved customer complaints effectively, and applied customer feedback to improve services 
 
Club Memberships 
 
Business and Professional Women Foundation  August 2011 – Present 
• Geneva College Chapter Secretary 
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Julie Helson 
305 Purple Street                           (724) 833-3771 

Juno, Alaska 47370                                                                                                               jhelson@gmail.com 

 
Education: 

Bachelor of Science in Business Administration, ACBSP Accredited                                 December 2014           

Concentration: Human Resources Management                 

Geneva College, Beaver Falls, PA               

Semester in Rome, Italy                   Spring 2012

                      

Relevant Work Experience 
Head of Client Accounts                                               May 2013-August 2014 

Best Promotions, Inc., Grove City, PA 

 Promoted from Events and Marketing Intern 

 Successfully acquired partners and donors for Energy Industry Training Series by creating a marketing 

plan and strategy for implementation obtaining approximately $5,000 for event sponsorships 

 Created and organized marketing materials and promotional packets to advertise new services to 

potential clients 

 Developed event ideas such as wine tasting for women, a niche market in the industry 

Sales Associate                                    May 2014-August 2014 

Lights R Us, Waynesburg, PA 

 Updated computer systems and advertising materials for new product offerings 

 Completed weekly inventory orders, stocking the shelves with over 1,000 SKUs that came into the 

store 

Events/Programs Assistant                                                              May 2013-March 2014 

Green Gardens & More, Pottstown, PA 

 Promoted from Events and Marketing Intern in October 

 Served as on site “day of” facilitator for 5 events designed to increase awareness of GGM that had 

between 100 to 1,000 in attendance 

 Implemented and executed all steps of the event planning process, including contacting vendors, 

inviting guests for 10 events  

 Created media files and promotional packets for 50 potential grant donors 

 

Additional Experience 
Day Camp Counselor, First Presbyterian, Juno, AK                                  May 2013-August 2013 

Music Intern, First Church of the Nazarene                                   May 2013-August 2013 

 Developed music ministry for local church’s youth group 

 Organized soundboard and PowerPoint presentations for weekly worship service 

 

Volunteer Work: 
 Make-A-Wish Foundation, exceeded goal of $500 in fundraising opportunities 

 English Tutor for Italian speaking students at Rome Baptist Church 

 

Extracurricular 
 President of Geneva College’s Business Club          Fall 2013 

 Vice President of the Geneva Professional Woman Club              2013-Present 

 Vice President/Secretary of the Geneva College Gospel Choir                 2012-2013 
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1478 4
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 Avenue  

Monaca, PA 15061 

724-848-5944            

Andrea.Burns@geneva.edu 
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Vivacious, friendly storyteller who loves helping young people express 

themselves through writing 

 
 
       Education 
       Bachelor of Arts in English                         2014 
       Minor in Creative Writing 
       Geneva College, Beaver Falls, PA 

 
 

        Publications 
         Relevant Questions, ebook on BarnesandNoble.com          August 2012 

             “Greater Good” short story in The Chimes literary magazine Spring 2013 
 
 
Experience 
Instructor for Written English Class                 Summer 2011 
 Sunshine English Camp, Karuizawa, Japan 
├ Taught English grammar and penmanship to Japanese youth 
└ Assigned and edited compositions for varied levels of English ability 
 

Writing Tutor                   2011-2013 

 Pendragon Writing Center, Beaver Falls, PA 

├ Coached students through paper writing process from brainstorming  
│to revisions 

├ Instructed students on format, sentence structure, style, tone, usage 
└ Made suggestions for improving clarity and credibility in papers 
 

 Library Volunteer                        Summers 2009, 2010 

 Monaca Public Library, Monaca, PA  

└ Assisted with children’s summer reading initiative and special events 
 
 Features Editor                 2009-2010 
 Monaca Sr. High School Newspaper, Monaca, PA 
├ Positively contributed to staff meetings by generating ideas and 
│ analyzing options 
└ Collaborated with team for creating stories, editing articles, and 
    designing pages 

 
Honors & Activities 
Sigma Tau Delta: English Honor Society 
Eric Mullica First Generation Student Scholarship 

English Club 
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1478 4
th

 Avenue  

Monaca, PA 15061 

724-848-5944            

Andrea.Burns@geneva.edu 

References 

 

 

Mr. Arata Tanaka 

Academic Director 

Sunshine English Camp 

Karuizawa, Japan 

Tanaka@SEC.jp 

+81- 0267-42-7355 

 

 

Dr. Stephen Brown 

English Professor 

Geneva College 

3200 College Avenue 

Beaver Falls, PA 15010 

Stephen.Brown@geneva.edu 

724.847.0099 

 

 

Ms. Charlotte VanBuren 

Children’s Librarian 

Monaca Public Library 

609 Pennsylvania Avenue  

Monaca, PA 15061  

VanBuren@beaerlibraries.org 

724.775.9608 
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Paul Kohli 
150 Chestnut Avenue  Imperial, PA  15126  (724) 555-1212  Paul.Kohli@gmail.com 

 

Skills Summary 

C++/C# 

HTML 

Python 

Research 

MS Office 

DreamWeaver  

Visual Basic 

Analytical Reporting 

MATLAB 

LabView 

LaTeX 

Professional Presentations 

Education 
 

Bachelor of Science in Applied Math, Physics, and Computer Science      May 2014 

Concentration: Math and Science Programming  GPA:   3.9 

Geneva College, Beaver Falls, PA   

  

 Numerical Methods  

 Software Engineering  

 Data Structures/Algorithms  

 Partial Differential Equations  

 Real Analysis II 

 Abstract Algebra  

 Modern Physics  

 Thermodynamics  

 Electromagnetic Field

 

Co-curricular 

 Math Club, Vice President 

 Chemistry Club 

 Geneva Football  

 Life Scout (BSA)       

 Flood relief work   

 GC Life (leadership training) 

 

Research Experience 
 

Research Intern – Research Experience for Undergraduates  Summer 2013 

Virginia Bioinformatics Institute, Virginia Tech, Blacksburg, VA                                                                

 Researched graph dynamical systems 

 Analyzed and developed a new complex contagions model 

 Presented findings in a symposium talk and in research paper 

 Created poster for poster talk and conferences 

 

Teaching Experience 
 

Differential Equations Teaching Assistant   Spring 2013  

Geneva College, Beaver Falls, PA                                                                

 Clarified course material during weekly help sessions 

 Enabled others to achieve through explanation of material  

 Thoroughly assessed, graded, and provided feedback on course assignments 

 

College Physics II Teaching Assistant   Spring 2012 

Geneva College, Beaver Falls, PA 

 Assisted in developing course lectures, exams, and assignments 

 Maintained thoughtful, efficient communication with students and the instructor 

 Led large-scale review sessions and tutored one-on-one when necessary 
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CARRIE C. MARIE 

3200 College Ave., Box 5555 

Beaver Falls, PA  15010 

 

724.555.5555 

ccmarie@yahoo.com 

OBJECTIVE 

 To receive an engineering internship at Ellwood City Forge that will further my education in manufacturing and 
expand my knowledge of forging processes and machinery. 

EDUCATION 

 GENEVA COLLEGE; BEAVER FALLS, PA 2011 - PRESENT

✦ Bachelor of Science, Mechanical Engineering 

✦ Member of the Young Scholars Program — Honors College 

✦ Dean’s list  
 

✦ GPA: 4.0 

✦ Graduation: May 2014

 CUYAHOGA VALLEY CHRISTIAN ACADEMY; CUYAHOGA FALLS, OH 2011 - 2012 

✦ Graduated from the Engineering School of Distinction  

✦ Inducted into National Honors Society 

✦ Awarded Knight Development Scholarship junior year — a scholarship for a student who shows a passion for 
engineering 

✦ Awarded 4 year Spirol International scholarship — for a science or engineering major who performs well in 
school as well as shows a strong dedication to community service 

EXPERIENCE 

 ENGINEERING INTERN — ALCON TOOL COMPANY; AKRON, OH 2010 - PRESENT 

✦ Designed and executed full retrofit and overhaul of a 20’ tub Reform grinder to fully automated, with a touch-
screen interface and CNC controls 

✦ Analyzed and determined problems of broken machinery and perform appropriate repairs 

✦ Operated manual and CNC controlled mills, lathes, and grinders for various part fabrication 

✦ Utilized CAD and CAM softwares such as SolidWorks and Esprit for component design and fabrication 

✦ Operated any sorts of manufacturing tools to build, modify, and assemble parts for repairs and rebuilds 

✦ Assisted in the design and implementation of a 5s system in the engineering and maintenance department 

 MATH TUTOR — GENEVA COLLEGE; BEAVER FALLS, PA 2011 - 2012  

✦ Engaged with and tutored students in math courses — statistics, algebra, and calculus 

✦ Demonstrated strong communication skills while aiding student comprehension 

PROFESSIONAL SKILLS 

✦ Operation of industrial tools and machinery — lathes, mills, grinders, welders, torches, drills, saws, pneumatic 
tools, solderers, cranes, forklifts, Kubotas, and Bobcats to name a few 

✦ CAD and CAM software — experienced in SolidWorks, beginner in Esprit 

✦ Programming — intermediate in C++ and g-code, beginner in VBScript 

✦ Electrical — experienced in designing and building power and control circuitry for industrial applications.  
Familiar with frequency drives, servo and stepper drives, relay logic, and many various electrical sensors and 
components. 

✦ Home improvement — dry-walling, framing, wiring, painting, etc. 

✦ Auto maintenance — ability to do general maintenance and repairs 

EXTRA CURRICULAR & COMMUNITY INVOLVEMENT 

✦ Assisted in the renovation of Tiger Pause apartments in downtown Beaver Falls, including the installation of a 
sub-panel, and full wiring of a laundry room, living room, kitchen, and bedroom 

✦ Assisted in the renovation of a professional print shop, as well as design and construction for various shop 
equipment for printing business A Hot Mesh, LLC 
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100 Geneva Drive 

Hamilton, NJ 08610 

123-456-6700  

jjwill@gmail.com 

JONATHAN WILLIAMSON 

OBJECTIVE  Seeking a financial services related internship utilizing my Finance major, investment 

interests and financial analysis skills 

EDUCATION  Bachelor of Science in Business Administration                                                    May 2015            

Concentration: Finance                                                                                                 GPA: 3.7 

Geneva College, Beaver Falls, PA                                                                                          

Dean’s List 

Relevant Courses: 

Principles of Finance                       Business Communication                       Investments 

Quantitative Analysis                      Principles of Accounting                         Business Ethics 

Sales Forecasting Simulation: Used quantitative data to forecast and plan sales of a 

backpack 

Investment Simulation: Analyzed various types of investments including stocks and 

mutual funds in order to receive the highest return 

SKILLS  Critical Thinking                           Complex Problem Solving                                       Writing                            

Active Listening                            Fast Learner                                                         Leadership 

EXPERIENCE  SALES REPRESENTITIVE, VECTOR MARKETING, LAWRENCEVILLE, NJ         

 Sales and Customer Service training and experience           June 2010 – Aug 2010 

STUDENT ASSISTANT, GENEVA COLLEGE MCCARTNEY LIBRARY, BEAVER FALLS, PA 

 Librarian duties, Customer Service           Sept 2013 – May 2014  

TEACHING ASSISTANT, GENEVA COLLEGE BUSINESS DEPARTMENT, BEAVER FALLS, PA 

 Grading assignments, Problem solving           Jan 2013 – Present  

AFFILIATIONS  TREASURER, GENEVA COLLEGE BUSINESS CLUB/FBLA-PBL, BEAVER FALLS, PA 

 Maintain funds, organize fundraisers, assist in club decisions Sept 2011 – Present 
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Colin C. Covenanter 
125 Brown Road    Providence, PA 15162    (412) 123-4567   colin.covenanter@gmail.com  

 

S E E K I N G  A  HU M A N  RE S O U R C E  RE C R U I T E R  P O S I T I O N  W H E R E  I  C A N  C O N T R I B U T E  M Y  

E D U C A T I O N ,  RE C R U I T I N G  S K I L L S  A N D  E X P E R I E N C E  T O  B E N E F I T  _______  C O M P A N Y .  

Human Resources Education: instruction in organizational analysis, hiring, compensation, organizational communication, 
management & supervision, interventions & training 

Skills: experience in application processes, processing new employee applications, produce HR department communication 

Observations: observed contract negotiations such as employee health benefits 

 

HR SKILLS & KNOWLEDGE AREAS 

 
 Employment Law 
 FMLA/ADA/EEO 
 HR Policies & Procedures 

 Staff Recruitment & Retention 
 Employee Relations 
 Alternative Dispute Resolution (ADR) 

 

 Orientation & On-Boarding 
 Training & Development 
 Performance Management 
 
 

EDUCATION & TRAINING 

Bachelor of Science in Business Administration                  May 2014 

Concentration: Human Resource Management                    GPA: 3.6 

GENEVA COLLEGE, Beaver Falls, PA 

Projects and Simulations 

 HR & Strategic Compensation simulation: 
o Developed a compensation plan with statistical analysis 

 

EXPERIENCE 
  

HUMAN RESOURCE INTERN, GENEVA COLLEGE — Beaver Falls, PA              Fall 2012 - Current 

 Facilitate incoming and outgoing communications for the Human Resources department.  
 Maintenance of personnel files and new hire documents.  
 Responsible for processing student employment documentation. 

 

EMPLOYMENT 
  

WAITER, APPLEBEES  — Beaver Falls, PA      August 2011 – May 2012 
 Provided timely, conscientious and personalized service to patrons 
 Managed financial transactions with accuracy 
 Awarded “Employee of the Month” 

CO-CURRICULAR 
 

Future Business Leaders of America (FBLA), Geneva College         Soccer team Captain, Geneva College 

 Collective Bargaining  Employee Benefits  Quantitative Analysis 

 Labor Relations  Strategic HR Management  Business Law 

 Compensation Management  Business Communication  Accounting & Finance 
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Curriculum Vitae (CV) 
 

Information about CVs has been adapted from CV Handbook: A curriculum vitae owner’s manual by 

Will Coghill-Behrends & Rebecca Anthony (a resource available for you to check out!) 

 

A curriculum vita, also known as a CV, is an academic version of a resume.  It is designed to help you 

highlight academic accomplishments such as teaching & research, publications, presentations, service, 

etc.  If you’re preparing for graduate school, you may use this document to help you gain entrance into 

the university or to obtain a research assistantship. 

 

 The Basics 

 

 Always use your full legal name on your CV. 

 Font size should be between 10 -12.  Margins should be around or at 1 inch all the way around. 

 Highlight your educational background clearly, near the top.  You may want to highlight courses you 

benefited from most. 

 Note your areas of strengths and specialization related to projects, research, or teaching (TA) 

experience. 

 Consider adding areas of interest to your CV as a way to promote what you have already accomplished 

and what more you hope to do. 

 Include publications you’ve written and presentations you’ve given.  Be specific. 

 List your service opportunities, including volunteer work and non-academic committees you’ve served 

on. 

 

As with a resume, you’ll want to use strong action verbs. You should consider using appropriate 

category headings as well, such as Educational Background, Professional Interests, or Research 

Experience. 

 

Finish Strong 

 

 Check & double check your work.  Remove any grammatical or spelling errors.  Ensure that your format 

and layout is neat and clean. 

 Look over the dates you’ve listed on your publications, research, projects, etc. for accuracy.  

 Use consistent punctuation on your document. 

 Have the Career Development Center, or another trusted source, look over your CV before submitting it. 

 

For sample CVs, be sure to check out Coghill-Behrends & Anthony’s book. 
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Cover Letters 

 

An excellent resume may not get you too far if you do not produce an excellent cover letter.  The purpose of a 

cover letter is to capture the attention of the prospective employer to make a positive first impression, which 

encourages him/her to read your resume.  There are two types of cover letters:  a letter of interest lets an 

employer know you are looking for a job, and an application letter is a response to a particular position.   

 

The cover letter should be clear, concise and convincing.  It is not to exceed one page, and preferably, not more 

than three quarters of the page.  Use the same type of paper as your resume. Here is the basic structure for a 

strong application letter (letters of interest are obviously more general): 

 

1. The heading from your resume (or simply your address) 

 

2. Date 

 

3. Name and address of the person/organization you are contacting 

If it isn’t on the position announcement, this information can often be acquired through a phone call to the 

company or on the company’s website.  If you cannot find a name, use a job title.  

 

4. Greeting 

Get a name and/or position title such as Dear Ms. Smith, Hiring Manager, Human Resource Director, 

Internship Coordinator, etc.  It is important to address the person who will be reading your resume; you can 

use LinkedIn, the company website, or you can call the company, to find out who will be receiving the 

resumes.  Avoid “To Whom It May Concern” as it is a very impersonal greeting.  

 

5. Opening Paragraph – Catch the reader’s attention 

Briefly explain why you are writing to them and/or how you found out about the position (especially if it was 

from someone who works there!).  This is your chance to ensure that your letter stands out from the rest.  

State how you resonate with the company and/or opportunity. Do your research! To transition, make a brief 

statement as to why you are interested and why you are a good candidate.   

 

6. Middle Paragraph(s) – What can you do for them? 

Tell how your education, skills and experience can benefit the organization. What do you bring to the table 

that will make them better? Why should the company hire you for the job? It’s a good idea to parallel the 

job description. 

 

7. Last Paragraph – Next Steps 

Sum it up, thank the reader and indicate that you will follow-up with a call or email within a specific time-

frame. It is best not to use “I look forward to hearing from you soon”, as this can come across as 

presumptuous. Your proactive closing (and ultimate follow-through) will demonstrate your sincere interest 

in the position.  

 

8. Salary Requirements (optional) 
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May 1, 2015 

 
Mr. Eliot Pierce 
Director of Human Resources 
Miller & Cole 
Hanover, MD 40011 

 
Dear Mr. Pierce: 
 
I am submitting my resume for your consideration for any opportunities 
at Miller & Cole. In researching International Staff Accountant positions, 
your firm’s international perspective really appeals to me.  As you can see 
from my resume, I have complimented my studies with international 
business experience. 
 
I have a degree in Accounting with a concentration in International 
Business.  My education has equipped me to critically analyze complex 
spreadsheets, documents and data. Furthermore, my experience as an 
Assistant Bookkeeper and Accounts Payable Analyst has honed my 
accounting skills. 
 
I am interested in connecting with you regarding potential opportunities at 
Miller & Cole. Thank you for your time and consideration. 
 
Regards, 

Carlton Hunter 

Carlton Hunter 

 

 

 

  

 

 
March 1, 2014 
 
Mr. Sam Snyder 
Human Resource Manager 
The Walton Firm 
Ellicott City, MD 40010 
 

Dear Mr. Snyder: 
 

I am submitting my resume for the Staff Accountant position recently posted 
on your website. My accounting professor, Dr. Lori Galley referred me 
specifically to this opportunity. The Walton Firm’s international perspective 
really appeals to me as well as the group oriented work environment used to 
accomplish the accounts. 
 

Prior to college, my interests in accounting and finance evolved when taking 
business and finance classes in high school and while serving as treasurer for 
the senior class. As my resume illustrates, I have completed my Bachelor’s 
degree in Accounting and have complimented the required accounting 
curriculum with upper level international business courses. 
 

My experiences as an Accounts Payable Analyst at Anderson Adams have 
equipped me with solid accounting skills as well as international corporate 
account exposure. Additionally, my analyzing skills, spreadsheet experience, 
and accounting principles match the requested qualifications. My background 
seems to be a good fit for the Staff Accountant position at The Walton Firm. 
 
Salary Requirement: Negotiable 
 

Enclosed is my resume for your consideration. I will contact you next week to 
discuss the position further. Thank you very much. 
 
Sincerely, 

Carlton Hunter 

Carlton Hunter 

If this is specifically requested or you choose to indicate an expected range, include it as a separate 

paragraph or line near the end of your letter. You can say your salary is negotiable, flexible, commensurate 

with experience, etc. Consider salary information from Career Development or salary comparison websites. 

Example: My compensation requirement is flexible. 

9. Complimentary Closing 

Use “sincerely”, “regards”, or something else professional. 

 

10. Signature 

Type your name and sign the hard copy.  If you will be submitting an electronic version only, use a easy-to-

read cursive font first, then type your name underneath in the letter’s font. 

Letter of Interest 
To inquire about jobs at a given company 

Application Letter 
To apply for a specific opening  

(should parallel the position description) 

Carlton Hunter 

797 S. Buena Vista Ave. Cincinnati, OH 45238 

Carlton.Hunter@geneva.edu | 513.219.0992 

Carlton Hunter 

797 S. Buena Vista Ave. Cincinnati, OH 45238 

Carlton.Hunter@geneva.edu | 513.219.0992 
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1478 4
th

 Avenue  

Monaca, PA 15061 

724-848-5944            

Andrea.Burns@geneva.edu 

February 2, 2015 
 
Ms. Lila Truman-Deen, Program Director 
Boston’s Best 
3035 Washington St. 
Roxbury, MA 02119 
 
 
Dear Ms. Truman-Deen: 
 
It was a pleasure meeting you and your husband last week at Sean Lee’s dinner party. 
As you suggested, I researched Boston’s Best and I see that the efforts your 
organization makes to advance the writing skills of children and teens are very 
commendable. Thank you for encouraging me to apply for the Program 
Coordinator position.  
 
You mentioned that the Program Coordinator should have experience teaching, 
editing, and working with youth: I believe my resume clearly reflects my experience 
in these positions. Beyond that, I know you are looking for someone who has art and 
publishing skills. I have recently self-published an ebook, for which I did my own 
layout and design. I am excited to use my skills in this area to help other writers 
realize the dream of creating their own books.  
 
My time at Sunshine English Camp was an especially beneficial experience, not only 
for the practice I gained instructing large groups, but also because it allowed me to 
regain my former proficiency in Japanese. Learning a second language has made me 
compassionate toward students who are not native speakers of English, as well as 
those that just have trouble organizing their thoughts. 
 
I believe my B.A. in English, grammatical competency, and experiences teaching 
make me an ideal candidate. I appreciate being considered and hope to speak with 
you more about this opportunity in the coming weeks. 
 
Sincerely, 
 
 
 
 
Andrea C. Burns 

Andrea Burns 
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James Manning 
125 Brown Road    Providence, PA 15162    (412) 468-4505    jmanning@comcast.net  

 

 

December 30, 2014 
 

Whitney Smith 

HR Director 

Ashton-Turner Company 

1530 State Street 

Princeton, NJ 08099  

Dear Ms. Smith:  

Your advertisement for an HR Officer fits my qualifications perfectly, and I am writing to express my interest 

and enthusiasm for the position.  

While earning my Human Resources degree at Geneva College, I completed classes such as Business and 

Interpersonal Communication, Data Analysis, and Organizational Change. I also enrolled in a human 

resource certificate program to further enhance my credentials in the field.  

Based on your list of preferred qualifications for the candidate, I would also like to showcase:  

 An educational foundation in organizational development, employee training and development skills 
and knowledge of how to use technology to improve individual/organizational performance. 

 A proven ability to build rapport with individuals from all cultural and socioeconomic backgrounds. 

 A track record of excellent performance as a full-time employee concurrent with full-time college 

enrollment. 

 Competency in all Microsoft Office programs and use of company intranet. 

I believe I can be a great asset to Ashton-Turner Company, and I would very much like to meet in person to 

learn more about your Human Resource department.  

In response to your request, a reasonable salary range for this position, based on the description and my 

qualifications, is $35,000- $40,000. 

Please feel free to call me at 412-468-4505 any weekday until 7pm. Thank you for your time and review of 

the enclosed resume; I will reach out to you next week to follow-up.  

Sincerely yours,  

James Manning 

James Manning 

[Enclosure]         [Adapted from monster.com]
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Think you’re ready to send? 

You’ve made your resume and cover letter. Now look them over and make sure you… 

 selected the resume format that best fits you. 

 have a clear job target/objective.  (A lack of focus is a complaint employer’s have about resumes.) 

 inventory your most important qualities, capabilities, strengths, skills and accomplishments. 

 stress your value, not just the tasks you performed.  

 put everything in reverse chronological order, most recent first!  

 leave out personal information (height, weight, health, birthdate, photos, etc). 

 use action verbs. 

 have Career Development look it over and offer critiques and suggestions.  

 keep it to one page unless you can fill ¾ of the second page with relevant information. 

 use meaningful phrases instead of complete sentences. 

 present yourself in the best light. Don’t be shy about your abilities. 

 print your documents on high quality, conservative 20-lb. paper stock. 

 tell the truth. 

 

 

Top 10 Resume Mistakes 

10. Incorrect Contact Information 

9. Visually Too Busy 

8. Leaving Off Important Information 

7. No Action Verbs 

6. A Bad Objective 

5. Going on Too Long or Cutting Things Too Short 

4. Highlighting Duties Instead of Accomplishments 

3. Attempting One-Size-Fits-All 

2. Lack of Specifics about Experiences 

1. Typos and Grammatical Errors 

 

 

[Sources: High Impact Resumes and Letters by Krannish and Bains; monster.com]
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Submitting your resume 
 

Keep a record of where you submit your resumes. You don't want to send a resume to the same place more 

than once; this will make you look unorganized. By keeping track, you can also go back and modify your resume 

or withdraw it if needed. Be sure you also include a well-worded cover letter to introduce yourself. 

 

1.) Mail:  

 Print on resume paper. It’s slightly thicker, colored, and available in the paper aisle 

 Use a large 8 ½ x 11” envelope so you don’t have to fold it 

 Printing address labels will ensure legibility 

 Use Priority Mail to have it tracked! 

 

2.) Email: 

 Attach PDF versions of your resume and cover letter 

 Either  

o copy the text of your cover letter into the body of the email OR 

o write a short message in the body to invite the employer to read the attachments: 

Dear Ms. Peterson,  

     Please use the attached letter and resume as my application for the Staff Accountant 

position.  

Thank you very much, 

James Manning 

 

3.) Online: 

 Save your documents as PDFs for consistency 

 Contact Human Resources if you don’t get an email confirmation 

 

ABOUT PDF  

 The .pdf format is the extension used by Adobe Acrobat.  

 Converting your resume and cover letter from Microsoft Word to PDF format gives you the 

ability to email documents to employers in a change-protected mode: they will look the same in 

every browser and no one will be able to change them. 

 How to convert a Microsoft Word document to PDF: 

1.) Click ‘Save As’ 

2.) Scroll to ‘Save as Type’ 

3.) Choose ‘PDF’ 

4.) Name the file with your name, position, and document.  

“Andrea Burns Cover Letter Program Coordinator” 

5.) Hit ‘Save’/’Publish’ 

6.) Double check to ensure that the document saved the original formatting you used. 

 Remember that in order to change anything in your document you must do it to the Word version and 

re-save as a PDF 
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Applying through a website 
 

If you need to put your resume online, there are three ways it can be done: you will be asked to either 

upload one you’ve already made, paste in a plain text version, or type all your information in fields. 

Carefully follow instructions given on the website.  Note that there may be space or size restrictions. 
 

If it requires you to choose a title or descriptive name for your resume, pick something related to your 

qualifications or prospective job.  “Business grad with supply chain experience” looks better than 

“Ashley’s resume” or “I need money!!!!!!!!”  
 

Portfolios 
 

A portfolio is like a resume, but better. Instead of just saying what you’ve done, you have the opportunity to 

show a collection of credentials, projects, accomplishments, and mastered skills. This tool is used in job hunting 

and interviewing. Artists, models, writers, designers, teachers, and many other job candidates can use portfolios 

as visible, tangible demonstrations of their abilities. This is a chance to showcase your talent and prove that you 

are a distinctive candidate! 

 

USING A PORTFOLIO 

 

A portfolio may be requested prior to the interview for preliminary selection. Most often, a portfolio is used in 

an interview setting. When interviewing, remember to actually refer to your portfolio to further illustrate your 

qualifications.  For example, the interviewer may ask about your communication skills. This would be an ideal 

time to point out your writing sample. The interviewer might want to know what a previous employer might 

say about you, refer to a recommendation from that employer in your portfolio. 

 

Portfolios are often not a requirement and sometimes not desired; follow the interviewer’s lead when possible. If 

an interviewer is enthusiastic about your portfolio, refer to it throughout the interview. If the interviewer seems 

put off by the portfolio, avoid referring to it unless needed. Always keep your portfolio current and pertinent to 

the job you are applying to! 

 

CREATING A PORTFOLIO  

 

Traditional portfolios are made in a binder, while e-portfolios are typically hosted on websites, transmitted 

electronically or on disc. 

 

1. Consider your field. Research what skills, knowledge, training, and requirements are valued. 
 

2. Take an inventory of the experiences and competencies that fit the industry. These might include:  

•  Projects  •  Academic achievements  •  Knowledge of field  

•  Memberships  •  Internships    •  Certifications/Training 

•  Work history  •  Technical know-how  •  Critical thinking skills  •  

Leadership positions •  Research    •  Volunteer Activities 
 

3. Organize and format items that illustrate those things. Depending on your field, you may want to use: 

•  Writing Samples •  Newspaper clippings of you •  Project samples •  Resume 

•  Transcripts  •  Letters of Recommendation •  Photos of your work 

•  Certificates  •  Reference List   •  Awards/Honors 

•  Letters of Appreciation •  Lesson plans 
 

4. Decide on a layout. E-portfolios are preferable if you can put all your items online. 
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March 17, 2014 
 
Mr. Sam Snyder 
Human Resource Manager 
The Walton Firm 
Ellicott City, MD 40010 

 
Dear Mr. Snyder: 
 
Thank you for the interview on March 16 at The Walton Firm.  I enjoyed 
learning more about the firm and the position.   
 
The information shared during the interview has confirmed my interest in the 
Staff Accountant position at The Walton Firm.  My specialization in 
international business seems like it will benefit the specific accounts you 
mentioned yesterday.   
 
Again, I appreciate your time and hope that you will consider me for this 
position.  I look forward to the opportunity to contribute to The Walton Firm. 
 
Sincerely, 

Carlton Hunter 

Carlton Hunter 

Thank You 
Confirms your interest after the interview 

 
 
 
 
March 29, 2014 
 
Mr. Sam Snyder 
Human Resource Manager 
The Walton Firm 
Ellicott City, MD 40010 

 
Dear Mr. Snyder: 
 
I am confirming my acceptance of the Staff Accountant position extended to me 
on March 26, 2011 with The Walton Firm. This job seems to compliment my 
career direction while utilizing my experience, education, and skills. 
 
As discussed, I will come in for orientation on April 3, 2011.  I look forward to 
contributing to the team and organization at The Walton Firm. 
 
Sincerely, 

Carlton Hunter 

Carlton Hunter 
 

Rejection 
Declines the position offered 

 

 

 

 
March 19, 2014 
 
Mr. Eliot Pierce 
Director of Human Resources 
Miller & Cole 
Hanover, MD 00010 

 
Dear Mr. Pierce: 
 
Thank you for the job offer for the Staff Accountant position at Miller & Cole.  
I appreciated the opportunity to learn more about the firm and the position. 
 
After much consideration, I would like to decline the offer as Staff Accountant at 
this time.  Thank you for extending this wonderful opportunity to me.  It was a 
pleasure to meet you. 
 
Sincerely, 

Carlton Hunter 

Carlton Hunter 
 

Withdrawal 
Tactfully remove yourself from the running 

 
 
 
 
July 23, 2014 
 
Ms. Justina Peterson 
Director of Human Resources 
Xylophones Inc. 
7500 Raven Place 
Baltimore, MD 40110 

 
Dear Ms. Peterson: 
 
I am writing to inform you that I am withdrawing my application for the Staff 
Accountant position at Xylophones Inc.  As a result of my job search process and 
interviews, I have accepted a job offer with another firm. 
 
Thank you for interviewing me and for the opportunity to investigate your 
company.  
 
Sincerely, 

Carlton Hunter 

Carlton Hunter 

Acceptance 
Formally accepts the position offered 

Other Letters 
Here are some more letters that may help you 

  

 

Carlton Hunter 
797 S. Buena Vista Ave. Cincinnati, OH 45238 
Carlton.Hunter@geneva.edu | 513.219.0992 

Carlton Hunter 
797 S. Buena Vista Ave. Cincinnati, OH 45238 
Carlton.Hunter@geneva.edu | 513.219.0992 

Carlton Hunter 
797 S. Buena Vista Ave. Cincinnati, OH 45238 
Carlton.Hunter@geneva.edu | 513.219.0992 

Carlton Hunter 
797 S. Buena Vista Ave. Cincinnati, OH 45238 
Carlton.Hunter@geneva.edu | 513.219.0992 
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Reference Letter 
 
As people continue to change jobs frequently, it will benefit you to attain letters of recommendation from your 
job or internship supervisors before you look track of one another. Here is a sample letter asking someone to 
provide a reference for employment.  
 
This letter can be sent via email or paper mail. If you request a reference via email, include the following in the 
subject line of your message: Your Name - Reference Request.  Be sure to give your reference ample time to 
write you a reference letter.  If you are simply requesting that they serve as a reference for a job you’ve applied 
for, indicate the position you’ve applied for, the company, and why you’re interested in the position.  If possible, 
attach the job description or include a link to it.  This will allow your reference to compare the job description to 
the accomplishments and qualities they know that you have. 

  

 

 

 

 

 
  

Sarah Jean Dempsey 
92 Virginia Avenue, Philadelphia PA 10256 
(215) 882 – 4528 • SJDempsey@gmail.com 

 

December 5, 2013 

Dear Mr. Brady,  

I am writing to ask whether it would be possible for you to provide a reference letter for me. I 
am in the process of seeking full-time employment and a positive reference from you would 
enhance my prospects of achieving my career goals.  

As my former supervisor, I would sincerely appreciate if you would attest to my work ethic and 
the skills I attained during my internship at Steel City Media, especially during the KML Inc. 
project. 

Please let me know if there is any information I can provide regarding my experience to assist 
you in giving me a reference. I can be reached at SJDempsey@gmail.com or (215) 882-4528.  

Thank you for your help.  

Sincerely,  

 

Sarah Jean Dempsey 

 

SJD 
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Follow-up after Applying 
 

Most companies will send you an automatic reply stating that your resume has been received.  If you 
do not receive such a response within 24 – 48 hours, feel free to email or contact the hiring manager. 
 
One of employers’ biggest complaints of prospective employees is a lack of follow-through. If you say 
in your email or cover letter that you’re going to reach out to them, do it!  Show the employer that you 
are interested in the position by being proactive.  There is no need to be a nuisance, but you do need 
to stick to your commitment. 
 
If you hear nothing back from an employer after you’ve made a follow-up contact, wait at least a week 
before reaching out again. 
 
If you are contacted for an interview, it is appropriate to ask questions about the format of the 
interview (phone, group, Skype), who will be involved in the interview, and what building (room) to 
come to on the day of the interview. 
 
Be sure to arrive early.  Bring extra copies of your resume and references.  If you have a “brag book” or 
portfolio, you should have this with you as well. 
 
Remember, you wrote a stellar cover letter and resume that got your foot in the door, now show this 
company what you can do for them! 
 
 


