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RESUME WRITING FOR COMMUNICATIONS STUDENTS
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Learning Outcomes:

After reading this packet you should be able to…

· Construct a resume   
· Write clear objectives

· Summarize important details of your previous job duties

· Identify your skills

· Integrate your activities and accomplishments

· Write a targeted cover letter

The Career Center at Temple University offers a variety of services to help you make a smooth transition from the classroom to the workplace. Career development is an ongoing process. Whether you are a freshman seeking information, or a senior seeking employment—it begins now.  We're here to assist you.

Our coaches are here to guide you in your educate tonal and career goals. We also provide a variety of resources to assist you in making informed choices, identifying and exploring options, bringing you face to face with prospective employers, and much more. 
· Career Library 

· Career Coaching  
· Self-Assessment tools
· Professional Development Workshops

· Career Expo / Part-Time Job Fair

· Internship/ Externship/ Co-Op Resources 

· Videotaped Mock Interviewing

· Resume Critiques

· Job Search Resources/Strategies 

· On-Campus Interviews

· Employer Information Sessions
· Graduate School Information 
For more information, call, visit us on the web for 24 hour access, or stop by during our walk-in hours.

Walk-In Hours: Monday-Friday 11:00AM-2:00PM
Virtual Coaching for Resume Reviews: Monday-Friday 2:00PM-3:00PM
Before You Write Your Resume

1.  Conduct a self-assessment:
· Before your resume is written, identify your skills and the needs of the prospective   employer.  

· Convince the prospective employer that you can meet those needs.

· This should enhance your chance of getting an interview.

· This affords you the opportunity to look at the hiring process from the employer’s perspective.

· Directly related experience is the main selling point.

2.  Consider Resume Style:

     
Reverse Chronological (see attached examples)

· Focuses on time frames and where work was done (most commonly used).

     
Functional 
· Focuses on strengths and specialties.

3.  Suggestions

· Be consistent with font size, margins, abbreviations, punctuation, bold, etc…

· Don’t use smaller than a 10 pt. font or larger than a 12 point font.

· Use a balanced amount of white space.

After You Write Your Resume

1.  Prepare Other Print Materials:


Cover Letter – make it specific to the particular job you are applying for.  Include why you 


are applying, what you can offer the employer, and how you can meet the employer’s 


needs.  In closing, request a face-to-face interview w/ employer at his/her convenience.


References – a separate sheet of paper should house your reference information and it 


should contain basic contact information and job title.  *Always alert references that you  
are job searching so that they will be prepared when they receive a call regarding a 
reference.
2.  Proofread
     It should be 100% perfect!!  No mistakes—grammar, punctuation, etc…

     A resume is an opportunity to predict success.
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Model of the Resume

Heading/Personal Data

· Make it easy for prospective employers to contact you directly.
· Give complete address and telephone number, including area code and ZIP code.
· Include your e-mail address and a fax number if applicable.
· Avoid other personal items such as health status, marital status, age, etc…

· This section should be limited to contact information, with few exceptions.
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Objective

· An optional item. If done, should be very brief.

· Highlight the type of position you are seeking, and the kind of organization you wish to work for. The purpose of the objective is to give the resume direction. 
· If you have background or experience in your field of interest, you may wish to write a brief background summary in lieu of an objective.
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Education/Training
· Include name and location of institutions in reverse chronological order 
(most recent first).

· Indicate projected completion or graduation date.

· List related coursework or summary of program.

· Degree or certification should be listed, as well as major area of study. 
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Another item to consider is grade point average (if impressive—generally at least 3.0).
You may wish to highlight specific classroom experience that is relevant to the targeted position
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Experience

· Name and location of current and previous employers in reverse chronological   order.

· Indicate inclusive dates, preferably using years rather than months (if less than a year, include months).

· Descriptions should be concise, highlighting relevant or transferable experience and skills, with an emphasis on accomplishments.  Utilize Action statements.  (See attached Action Verb list.)
· Show progress from one position to the next when applicable, highlighting promotions and 
increased responsibility.
**If you have directly related experience, it then becomes the most important item on the resume and should come first (before Education). You may want to have two subheadings, keeping Relevant Experience separate from Additional Experience (this can effectively isolate and emphasize your directly related experience, while still showing supplemental experiences.)


Items of “universal appeal” to consider when describing your transferable skills:

· Customer service/customer relations experience
· Supervisory or management responsibility/ providing training
· Promotions or increased responsibilities
· Use of communication/interpersonal skills
· Meeting deadlines or working in a high pressured environment
· Report writing or presentations
· Independent decision making/problem solving responsibilities
· Working as a member of a “team” toward a common goal
· The use of numbers to substantiate what you have done (i.e. increased sales by 20%; balanced a $200,000 budget)
Additional Resume Items

Honors, Awards, and Activities

Include items that are indications of your success and distinguish you. Of particular interest to employers are group activities and leadership roles. Also, emphasize any activities that required voluntary involvement, whether school related, community related, or informal. Academic honors should be included, such as Dean’s list, honor roll, etc.

Specialized Skills, Proficiency, Equipment, Procedures, etc.
Any additional skills, equipment worked with, familiarity of specific procedures, etc. that you feel you could bring to an employer in addition to what has already been mentioned.

Include items that you feel would be transferable to the prospective position you’re targeting, even if you feel it is not necessarily a requirement of the position, but could be helpful (i.e. computer skills, speaking a second language, etc.).

Section Examples: (this is not an exhaustive list)

Relevant Experience


Additional Experience
Skills

Professional Associations

Travel



Community Service
Publications



Leadership Activities          Honors/Awards

Functional Alternative

If you have directly related experience and have acquired skills in some key areas, then, in lieu of job descriptions you may want to identify two or three areas of expertise and summarize them (see attached sample).

In this case, the employment history would just consist of employer name and location, position held and inclusive dates.



Job-Seeker Accomplishments Worksheet:
For Those with Part-Time, Internship, Volunteer or Classroom Experience:
List relevant accomplishments from: 

· Internships 
· Summer jobs 

· Campus jobs (work-study) 

· Entrepreneurial/self-employed jobs 

· Temporary work 

· Volunteer Work: school, church, club, not-for-profit organizations 

· Classroom experiences, assignments, research papers/projects (group projects, hands-on assignments, "real-world" experiences, laboratory experience, presentations, study-abroad programs, simulations) 

· Certification courses 

· Campus activity positions 

· Fraternity/sorority/social club positions 

· Extracurricular or sports leadership positions 

Looking at all of the above possibilities, brainstorm responses to the questions below.  Be sure to list the context for each accomplishment.  You can list multiple accomplishments from multiple sources. 

1. What technical accomplishments have you had?  For example, did you write a software program, design a Web page? 

2. In what competitions did you excel? 

3. What superlatives can you list, such as the highest grade, the best test score, and the strongest essay? 

4. What creative accomplishments have you had?  Were any of your poetry, plays, stories, music, or art published, performed, or exhibited? 

5. What leadership positions have you held that demonstrate important skills that relate to the type of position you seek? 

6. Did members of your group choose or elect you to a certain position based on special skills you possess?  Did a supervisor or professor handpick you for additional responsibilities or special project(s)?  List situations in which you chose to take on additional responsibilities.

7. What kinds of things have your friends and classmates always asked you for help and advice about?  What are your areas of expertise? 

8. What community service projects did you undertake and what were the results of your efforts?  Hint: For group efforts, phrase your accomplishments like this: "Participated in team effort that raised funds for charity that broke a school record." 

9. How have you used organizational or managerial skills? 

10. What ideas have you come up with to improve the organizations with which you have been involved? 

11. List situations in which you have handled money or budgets.  How have you raised, collected, or managed funds? 

12. Give one or more example(s) of ways you have exhibited interpersonal skills. 

13. List situations in which you have trained, taught, or oriented organization members.  Have you spoken in public or written for an audience? 

14. Have you recruited new members to any organizations? 

15. In what situations have you employed problem-solving, conflict-resolution, or mediation skills? 

16. List situations in which you were required to deal with the public.  Describe any situations in which you responded to complaints or smoothed ruffled feathers. 

17. How have you demonstrated teamwork (for example, as an athlete)? 

18. List situations in which you required to juggle many projects simultaneously under deadline pressure. 
Key Action Verbs
Accelerated

Accomplished

Achieved 

Adapted

Administered

Advised

Analyzed

Appraised

Approved

Arbitrated

Arranged

Assembled

Assessed

Assigned

Assisted

Attained

Audited

Awarded

Briefed

Built

Calculated

Charted

Clarified

Collaborated

Collected

Compiled

Completed

Compounded

Conceived

Conducted

Conserved

Consolidated

Constructed

Consulted

Contributed

Controlled

Converted

Coordinated

Corresponded

Counseled

Created

Critiqued

Decreased

Defined

Delegated

Delivered

Demonstrated

Designed

Detected

Determined

Developed

Devised

Diagnosed

Directed

Discovered

Dispensed

Distributed

Drafted

Drew up

Earned

Edited

Eliminated

Encouraged

Enforced

Enhanced

Enlarged

Established

Evaluated

Examined

Executed

Expanded

Expedited

Experienced

Facilitated

Forecasted

Formed

Formulated

Founded

Generated

Guided

Headed 

Helped

Identified

Implemented

Improved

Increased

Influenced

Initiated

Inspected

Inspired

Installed

Instituted

Instructed

Interpreted

Interviewed

Introduced

Investigated

Invented

Judged

Launched

Lectured

Led

Logged

Maintained

Managed

Marketed

Mediated

Monitored

Motivated

Negotiated

Obtained

Ordered

Organized

Observed

Originated

Operated

Oversaw

Participated

Performed

Persuaded

Pinpointed

Planned

Prescribed

Prepared

Presented

Prevented

Prioritized

Processed

Produced

Programmed

Projected

Promoted

Proposed

Protected

Provided

Published

Purchased

Received

Recommended

Recorded

Recruited

Redesigned

Reduced

Referred

Reinforced

Rendered

Reorganized

Reported

Represented

Researched

Resolved

Restored

Revamped

Revised

Reviewed

Routed

Scheduled

Secured

Selected

Served

Set up

Settled

Simplified

Sold

Solved

Stimulated

Streamlined

Structured

Studied

Summarized

Supervised

Supplied

Supported

Systematized

Taught

Tested

Trained

Translated

Utilized

Validated

Wrote

Sample Chronological Resume           
Hooter D. Owl                                                 

1234 North Broad Street ● Philadelphia, PA 19122
215.515.5454 ● hdowl@temple.edu

OBJECTIVE:
Seeking an internship with a full-service advertising agency.

EDUCATION:

Bachelor of Arts in Advertising, Expected Graduation May 20xx





Temple University; Philadelphia, PA



GPA: 3.1

Relevant Coursework




Copy Writing




Media Planning

ACADEMIC 

PROJECTS:

Intro to Advertising, Spring 20xx

Temple University Philadelphia, PA 

· Created goals for addressing advertising needs based on research.

· Led 5 member group in research of local consumer products company.
RELEVANT 

EXPERIENCE:
Intern, 2007-20xx




Online Marketing Agency, Philadelphia, PA

· Developed viral marketing strategy for a new hair product. 

· Assisted creative services in the redesign of website for pantyhose line. 

· Worked directly with advertisers to significantly increase the sales of both products.

· Updated computer reports to monitor the activity of the advertising programs.
ADDITIONAL

EXPERIENCE:
Resident Assistant, 2007-20xx




Temple University, Philadelphia, Pennsylvania

· Created and implemented programs for 400-person facility.

· Utilized comprehensive ad campaign and enhanced programming efforts by 15%.

· Supervised 56 residents and shaped an inclusive environment.

· Completed accurate and confidential documentation for University Records.

· Designed interview protocol for new Resident Assistants.

ACTIVITIES:

Vice President, 2007–20xx




The Ad Club, Temple University
Member, 2006-20xx
Temple University Community Service Association
SKILLS:

Microsoft Office Suite & Adobe Creative Suite



Conversational Spanish proficiency
TEMPLE FRESHMAN

1111 NORTH BROAD STREET ( PHILADELPHIA, PA 19147 ( (215) 204-1111 FRESHMAN@TEMPLE.EDU


OBJECTIVE:

Seeking a part-time position in retail sales

EDUCATION:

Temple University, Philadelphia, PA 





 Expected May 20xx

Bachelor of Arts, College of Liberal Arts


                



 
GPA 3.45

Girls High School, Philadelphia, PA







    June 20xx

Diploma











 

Honors Student

LEADERSHIP ACTIVITIES:

Habitat for Humanity, Philadelphia, PA

                                      September 2007-Present

Member

· Recruit student members to assist with home building

· Attend weekly meetings and plan fundraising activities

· Interact with Habitat families on a weekly basis

March of Dimes Youth Leadership Council, Philadelphia, PA
           September 2005-June 2007     

Treasurer

· Created and balanced annual budget for 25 person council

· Led fundraising campaign in local high schools which exceeded council goal

· Recruited and trained 10 new members

WORK EXPERIENCE:

Acme Markets, Philadelphia, PA





    
 May 2006-Present

Cashier

· Provide excellent customer service in a fast-paced grocery store

· Calculate average deposit of approximately $1000 in daily sales

SKILLS:

Microsoft Word, Excel, PowerPoint, Access

Model of a Cover Letter

A cover letter is designed to introduce the resume (see Resume Writing packet). If done well, it generates interest in the resume. In addition, it is an opportunity to customize your background to the position you are targeting by relating specifically to the needs of the employer. Much like your appearance in an interview, it is the “first impression” of your documentation, and first impressions are critical when a prospective employer has only limited information regarding who you are.

Your resume heading with contact information

Date

Name of contact person

Title

Organization name

Street Address

City, State, Zip Code

Dear (contact person):

Try to identify the person with the power to hire (department heads, etc.) and avoid personnel or “Dear Sir/Madam” if possible (use the internet to do your research)

OPENING PARAGRAPH

Indicate the position for which you are applying or your general field of interest. Identify if the position was advertised or if you were referred--mention the source.  Zero in on how you can meet the needs of the employer (through your training and/or experience). Let them know what you can bring to them in a general sense. This will generate interest.  Also, you may want to indicate your availability if it is not immediate.

BODY OF LETTER

Highlight the skills/strengths/training/experience you will bring to the organization that parallel those needed to fill the position (substantiate what you mention in the opening paragraph).

Give examples, when appropriate, of experience, accomplishments, etc... that are transferable to the job. Just briefly, highlight here to generate interest in the resume itself. 

If the position was advertised, address each requirement mentioned in the ad.

Be sure you use the language (jargon) of your field. Also, use words that imply action.

CLOSING PARAGRAPH

Refer to enclosed documents such as resume and other requested materials.

Request a meeting (interview) at their convenience. You may want to assert yourself by indicating you will call him/her within one to two weeks to determine any further interest.

Sincerely,

4 SPACES FOR YOUR SIGNATURE

Your name typed

Sample Cover Letter

KEISHA SMITH
700 North Broad Street

Philadelphia, Pennsylvania 19121

215.555.5555  ttempleton@temple.edu
September 1, 2007

Ms. Lucille Craft

Account Director

Joyhut Advertising

1 Madison Avenue

NY, NY 10005  

Dear Ms. Craft:

I would like to express my interest in Joyhut Advertising and the available Account Executive position described on your agency's web site.

After four years at Temple University, where I majored in Advertising and wrote for the school paper, I leapt into the competitive world of advertising at K2 Communications in Philadelphia. For the past year I have served a valuable apprenticeship in the advertising industry, working as an assistant account executive on the Harbinger Sporting Goods account.

During my time on the Harbinger account, the company's advertising spending has increased by two million dollars, and I have progressed from having very little client contact to interfacing with the client-side on a regular basis.

Since my introduction to the world of advertising, it has been my goal to work on Madison Avenue. I would very much like to discuss the open position. Thank you for your time spent reading this letter and the enclosed resume. I look forward to hearing from you soon.

Sincerely,

Keisha Smith
Source: Vault.com

Online Resources for Communications/Journalism/Advertising/BTMM/STOC 

AAAA-Firststates Council American Association of Advertising Agencies - www.aaaafirststates.org
Adguide's Employment Web Site - www.adguide.com
Advertising Job Bank - pwr.com/ADJOBBANK/
Adweek Online Classifieds - www.adweek.com
All About Public Relations - http://aboutpublicrelations.net
American Advertising Federation - www.aaf.org
American Society of Journalists & Authors - www.asja.org
Backstage.com – www.backstage.com 
Broadcast Employment Service - www.tvjobs.com/
Broadcasting and Cable:  The Business of Television – www.broadcastingcable.com 
Communication Arts - www.commarts.com
Communications Roundtable - www.roundtable.org
Council of Public Relations Firms - www.prfirms.org
Entertainment Careers – www.entertainmentcareers.net  

Greater Philadelphia Film Office – www.film.org 
International Association of Business Communicators - www.iabc.com
Jobs in Writing, Editing, & Communications - www.graduatejobs.com
Mandy's International Film & TV Production Directory - www.mandy.com/1/filmtvjobs.cfm
Media Job Listings: TV, Film, Radio - tvandradiojobs.com/
Media Line - www.medialine.com
National Association of Broadcasters - www.nab.org
National Cable Television Association - www.ncta.com
National Communication Association - www.natcom.org
National Newspaper Publishers Association - www.nnpa.org
O'Dwyer's PR Daily - www.odwyerpr.com
Online Public Relations - www.online-pr.com
PR Week - www.prweekjobs.com
Public Relations Society of America - www.prsa.org
Public Relations Student Society of America - www.prssa.org
Showbiz Jobs - www.showbizjobs.com/
Society for News Design - www.snd.org
Society for Technical Communication - www.STC.org
The Riley Guide - www.rileyguide.com
TVJobs.com - www.tvjobs.com
The Write Jobs - www.writerswrite.com/jobs
Women Executives in Public Relations - www.wepr.org
Work in PR - www.workinpr.com
Philadelphia Cultural Alliance – www.philaculture.org 
EXPERIENCE:  


Intern								    September 20xx-Present


Online Marketing Agency   					       Philadelphia, PA


Developed viral marketing strategy for a new hair product.


Assisted creative services in the redesign of website for pantyhose line.


Worked directly with advertisers to significantly increase the sales of both products.


Updated computer reports to monitor the activity of the advertising programs.








ACADEMIC PROJECTS/PAPERS


Intro to Advertising 							Spring 20xx


Temple University 						 	    Philadelphia, PA


Created goals for addressing advertising needs based on research.


Led 5 member group in research of local consumer products company.





EDUCATION:  


Bachelor of Arts in Advertising 		Expected May 20xx           


Temple University					     Philadelphia, PA     GPA 3.5				





OBJECTIVE:  


Seeking an internship with a full-service advertising agency.  Special interests include copywriting and art direction.








Terry Templeton


1234 North Broad Street


Philadelphia, PA 19122


(215) 555-5555


ttempleton@temple.edu


�





Remember: an employer will spend an average of 2-40 seconds looking at your resume!





The Final Draft





Your final resume should be free of errors.  Proofread your document and always ask someone else to proofread it for you.











220 Mitten Hall | www.temple.edu/careercenter | (215) 204-7981

1

