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Your resume is a powerful marketing tool for getting an interview.  It is an important part of 
your total package.  It ought to be flawless, concise, and must scream, “I’m a motivated 
problem solver, and I enjoy working in a team format under difficult time constraints.”  
Popular companies often receive thousands of resumes weekly. 
 
Most managers tell us they spend no more than 20 to 30 seconds scanning a resume during 
the initial screening process.  During those few seconds, they decide whether to reject the 
applicant or to place the resume in the “short stack” to evaluate in greater detail. 
 
A key point to remember is that there is no right or wrong way to write your resume.  It is a 
personal statement and should reflect your unique experience, personality and style.  Your 
objective is to communicate what makes you stand out as a stellar job candidate. 
 
BEGIN! 
You must determine your job target: Function, Industry, and Title. 
Determine a function, such as sales or accounting, and an industry, such as healthcare or 
retail.  Function is what you are going to do all day, so it is much more important than the 
industry.  You cannot list function alone, such as “sales,” or an industry alone, such as 
“advertising.”  You need both function and industry, and you need to know an approximate 
title.  A job is simply a conjunction of industry and function, but you need to know its name – 
its title – before you can apply for it or even talk about it. 
 
If you need help deciding your job targets, see Julie McEliece in the Fermanian, Charlie 
Howard in the Career Services Center, or Tara Thompson in Student Employment.  
 
Preparing a resume is the next step.   A resume summarizes your skills, education, activities 
and on-the-job experiences, and demonstrates how your qualifications match the employer’s 
need.  Customize and tailor each resume to specific job descriptions. 
 
HOW RESUMES ARE USED: 
1. Market your skills to prospective employers with the goal of obtaining interviews. 
2. Supplement the data on an application with relevant target information on the resume. 
3. Outline during job interviews and help control the “content” of the interview 
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Skills and Experience Assessment 
 

Before your fingers touch the keyboard, take an inventory of what you can offer an 
employer.  The following exercises can help you thoroughly assess your professional 
abilities, technical skills, personal attributes, experience and accomplishments: 
 
What are my major skills and abilities? 
Take a minute to write down as many skills as you can think of.  Look for relevant “life 
skills” that are transferable and can be used in a variety of different work settings.  They 
may be technical, field-specific, or anything you feel would emphasize your special 
abilities.  (Remember that you can be good at something, but not like it.  Write it down 
anyway.)  Following is a list of different skills that can help you get started: 
 
Assembling 
Athletics 
Construction 
Fixing things 
Hand/eye 
coordination 
Manual dexterity 
Mechanical 
Operating machines 
Repairing 
Using tools 

Analytical 
Collecting data 
Evaluating 
Investigating 
Mathematical 
Observing 
Problem-solving 
Researching 
Scientific 
Statistical 

Artistic aptitudes 
Communication 
Composing music 
Creative 
Designing 
Foreign language 
Imaginative 
Innovative 
Musical 
Writing 

Counseling 
Helping 
Interpersonal 
Interviewing 
Listening 
Negotiating 
Public relations 
Social 
Teaching 
Understanding 

Decision-making 
Delegating 
Directing 
Leadership 
Managing 
Marketing 
Persuading 
Public speaking 
Selling 
Supervising 

Administrative 
Budgeting 
Clerical 
Data entry 
Editing 
Filing 
Fiscal analysis 
Money-
management 
Organizing 
Record-keeping 

 
I am good at…__________________________________________
___________________________________________________
___________________________________________________
___________________________________________________
 
Generate a list of your accomplishments: 
Prospective employers want to know what you have achieved and how your performance made a 
difference.  Identify the accomplishments of which you are most proud, including challenges or 
problems you faced, and your solutions.  Be sure to write down both paid and volunteer work, 
class projects, professional and community activities, and any honors or awards received.  Do not 
include high school achievement. 
___________________________________________________
___________________________________________________
___________________________________________________
___________________________________________________
___________________________________________________
___________________________________________________
___________________________________________________
___________________________________________________
___________________________________________________
___________________________________________________
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GENERATE A LIST OF YOUR WORK EXPERIENCE: 
Make a list of every job you have ever had, for any amount of time.  Underneath each job, 
write the specific skills you gained or used.  It’s good to have a list of all previous jobs, 
no matter how small or insignificant they may seem.  Keep this list to revise resumes 
given to different employers. 
 
Jobs: 
1.__________________________________________________
2.__________________________________________________
3.__________________________________________________
4.__________________________________________________ 
 
Skills: 
1.__________________________________________________
2.__________________________________________________
3.__________________________________________________
4._________________________________________________ 
 
 
Leadership Positions: 
1.__________________________________________________
2.__________________________________________________
3.__________________________________________________
4.__________________________________________________ 
  
Volunteer Positions: 
1.__________________________________________________
2.__________________________________________________
3.__________________________________________________
4.__________________________________________________ 
 
 
 
“The other important point to remember when you are writing your 
Experience Section is to build yourself up.  This is not the time to be 
humble; it is the time to sell yourself. If you don’t share your skills 
and experience, the prospective employer will remain oblivious to 
your abilities.”   
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Action Verbs for Resumes 
 
 
accelerated 
accomplished 
achieved 
acquired 
acted as 
activated 
adapted 
addressed 
administered 
advanced 
advised 
allocated 
analyzed 
answered 
applied 
appointed 
approved 
arbitrated 
arranged 
ascertained 
assembled 
assigned 
assimilated 
assisted 
assumed 
assured 
attained 
attended 
audited 
augmented 
authored 
 
balanced 
bargained 
bought 
brought (about) 
budgeted 
built 
 
calculated 
chaired 
charted 
clarified 
classified 
coached 

collected 
commanded 
commended 
communicated 
compared 
compiled 
completed 
composed 
compounded 
compressed 
computed 
conceived 
conceptualized 
condensed 
conducted 
conferred 
conserved 
consigned 
consolidated 
constructed 
consulted 
contacted 
contracted 
contributed 
controlled 
converted 
convinced 
cooperated 
coordinated 
correlated 
corresponded 
corroborated 
counseled 
created 
criticized 
culminated in 
cultivated 
cut 
 
dealt 
decided 
defined 
delegated 
delivered 
demonstrated 

designed 
detected 
determined 
developed 
devised 
diagnosed 
directed 
discovered 
dispensed 
displayed 
disproved 
distributed 
documented 
drafted 
drew up 
 
earned 
edited 
eliminated 
employed 
enacted 
encouraged 
enforced 
engineered 
enhanced 
enlisted 
ensured 
entered 
equipped 
established 
estimated 
evaluated 
examined 
exchanged 
executed 
expanded 
expedited 
experimented 
explained 
expressed 
extended 
extracted 
 
facilitated 
fashioned 

filed 
financed 
fixed 
focused 
followed (up) 
forecasted 
formed 
formulated 
founded 
functioned 
 
gained 
gathered 
generated 
governed 
guided 
 
handled 
headed 
hired 
 
identified 
illustrated 
implemented 
improved 
improvised 
increased 
influenced 
informed 
initiated 
innovated 
inspected 
inspired 
installed 
instilled 
instituted 
instructed 
insured 
interacted 
interfaced 
interpreted 
interviewed 
introduced 
invented 
investigated 
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judged 
justified 
 
kept 
 
launched 
lectured 
led 
leveraged 
lifted 
located 
logged 
lowered 
 
maintained 
managed 
marketed 
mastered 
meditated 
minimized 
modeled 
modified 
monitored 
motivated 
moved 
 
navigated 
negotiated 
networked 
nominated 
 
observed 
obtained 
offered 
operated 
optimized 
orchestrated 
ordered 
organized 
originated 
overcame 
oversaw 
 
participated 
perceived 
performed 
persuaded 
piloted 

pioneered 
placed 
planned 
played 
predicted 
prepared 
prescribed 
presented 
prevented 
printed 
processed 
procured 
produced 
programmed 
projected 
promoted 
proposed 
protected 
proved 
provided 
publicized 
published 
purchased 
 
quadrupled 
quantified 
questioned 
 
raised 
ratified 
realized 
received 
recognized 
recommended 
reconciled 
recorded 
recruited 
redesigned 
reduced 
reevaluated 
referred 
refined 
registered 
regulated 
rehabilitated 
reinforced 
related 
rendered 

reorganized 
reported 
represented 
researched 
resolved 
responded 
restored 
revamped 
reviewed 
revised 
revitalized 
revived 
rewarded 
routed 
 
scheduled 
screened 
secured 
selected 
separated 
served 
serviced 
set (up) 
shaped 
shifted 
simplified 
sold 
solidified 
solved 
sorted 
sparked 
spearheaded 
specified 
spoke 
staffed 
standardized 
started 
stimulated 
strategize 
streamlined 
strengthened 
stressed 
stretched 
structured 
studied 
submitted 
substituted 
succeeded 

summarized 
superseded 
supervised 
supplied 
supported 
sustained 
synthesized 
systematized 
 
taught 
tempered 
temporized 
terminated 
tested 
traced 
tracked 
traded 
trained 
transferred 
transformed 
translated 
treated 
trimmed 
tripled 
turned around 
 
uncovered 
unified 
united 
unraveled 
updated 
utilized 
 
vacated 
validated 
verified 
 
widened 
withdrew 
won 
worked 
wrote 
 
yielded 
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The Content and Crafting of Your Resume 
 
 

Content:  Stress accomplishments and results most likely 
to increase your appeal as a job candidate.  Minimize job 
descriptions and listings of responsibilities; what you did to 
make a difference is important to a prospective employer.  
Speaking of position titles, you do not have to use your 
payroll title; use titles that are descriptive of your 
responsibilities.  For example: Accounting Clerk Intern is 
much more descriptive than Intern.  
 
Heading: At the top of the page, list your name, address, 
and a daytime telephone or pager number where you can 
be reached or a message can be left. (Caution:  Be sure 
to review the professional quality of your outgoing 
message on voice-mail, and include your e-mail address. 
Check regularly for messages.) 
 
Objective: Whether to include an objective section is 
optional.  If you decide to use one, state your objective 
clearly and succinctly.  Avoid lengthy, meaningless 
statements, such as “A challenging and rewarding 
assignment in s dynamic company that will use my 
exceptional managerial skills,”  For general use, such as 
for distribution at career fairs, we recommend that you 
create a version without an objective statement so that 
your resume does not “screen you out.” 
 
Education: List education before experience when 
education is your strength, and list experience first when it 
is your greatest asset. If your degree is directly related to 
the type of work you are pursuing, list your degree first 
and Point Loma Nazarene University second.  Otherwise, 
graduation from PLNU is your strength so list Point Loma 
Nazarene University first.  Include your grade point 
average only if it is above a 3.0. 
 
Activities and Honors: List student organizations, 
professional associations and committees, indicating any 
offices held.  University activities that show evidence of 
leadership, initiative, community involvement, or the use of 
special skills may be listed in an activities section or may 
be listed in the experience section.  Organize the 
information to highlight your greatest skills and 
achievements.  Recent graduates and continuing students 
also should include academic honors (Dean’s List, honor 
societies and scholarships).  You may list honors 
separately or as a subheading under education. 
 
Experience:  Your experience is not limited to paid 
positions.  Also include non-paid volunteer work. 
 
References: Type your references on separate sheets of 
paper and take them along to the interview. Do not put 
“references available upon request.”  It is already 

assumed that you have references and if the employer 
wants to say them, they will ask. 
 
Personal Data: Omit personal data such as age, marital 
status, height and weight, and condition of health, unless 
clearly related to performing the job.  Including hobbies is 
risky. 
 
Layout:  Leave some white space to create an 
uncluttered, organized look.  Be consistent in your use of 
indentations, capitalization, fonts, and spacing. 
 
Paper:  Use high quality 8 ½  x 11, laser-printed on one 
side only.  If possible, buy envelopes and cover paper to 
match or complement your resume. Use white, ivory, or 
gray paper.  Keep the colors very subtle.   
 
Style:  Brisk, active phrases convey energy and 
enthusiasm.  Use a “bullet” format, listing one task or 
accomplishment per line.  The sample action words 
contained in this packet will get you started. 
 
Length:  Strive to be brief and concise, yet provide 
pertinent information.  Remember, a prospective employer 
will spend less than a minute evaluating your resume.  
Unless you have many years of experience, limit your 
resume length to one page – two at the most. 
 
Appearance: Choose a standard, easy-to-read font (such 
as Arial or Times) in a 12-14 point size.  Use bold type to 
emphasize key points, but use it sparingly.   
 
A word of caution: Many large companies and 
organizations use computer-based resume scanning 
systems to make the initial cut.  Some of these programs 
have difficulty “reading” bold and italicized fonts and 
flashy graphics.  For additional tips on how to 
prepare a scannable resume, refer to “Electronic 
Resumes.” 
 
Format:  Use reverse chronological order when listing 
your experience (most recent first). You may include all 
part-time jobs, internships and other work experience in 
one section.  Or, you may create special sections, (e.g., 
Marketing Experience).  Choose the format that best 
represents you and your career objective.  See “Resume 
Formats” to see some advantages and disadvantages of 
different styles.  Dozens of books are available at the 
Career Center, Fermanian Business Center, and 
bookstores to give you additional ideas.
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Always and Nevers 
 
• Always print your resume on standard letter size, white or ivory rag paper. 

• Always leave plenty of space between paragraphs and allow for adequate margins. 

• Always use short paragraphs – preferably no longer than five lines. 

• Always make sure the resume and the cover letter are error-free.  Proofread, and have others  

proofread too. 

• Always revise a resume to fit the specific position for which you are applying. 

• Always list your activities with professional, trade and civic associations – but only if they are 

appropriate. 

• Always keep a permanent file of your achievements, no matter how inconsequential they may appear 

to be.  This is the basis for a good resume, and it is also essential information to negotiate a raise or 

promotion. 

• Always give each of your references a copy of your resume. 

• Always send a brief, customized letter with each resume (cover letter). 

• Always re-read your resume before every interview – chances are the interviewer did just that too. 

• Never take more than two lines to list hobbies, sports, and social activities.  When in doubt, “leave 

them out.” 

• Never state “References Available on Request.”  It is assumed and clutters up the resume. 

• Never list references on the resume. 

• Never use exact dates.  Months and years are sufficient (you may use ‘summer’ or ‘holiday season’ 

as well). 

• Never include your height, weight or remarks about your physical appearance or health. 

• Never list your high school or grammar school if you are a college graduate.  

• Never use professional jargon unless you are sure the resume will be read my someone who 

understands the buzz words.  

• Never LIE! 
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Resume Formats
 
There are three basic formats for resume preparation: Chronological, Functional, and 
Combination.  There is no magic or prescribed formula, each has its own advantages 
and disadvantages.  The best advice is to choose a format that best portrays your skills 
and experience at a glance. 
 
There are infinite ways to craft a resume and we do not pretend to present you with the 
gold metal standard.  Use the information you’ve gained from these sections to build 
one that best highlights your particular skills and abilities.  Try not to copy examples 
in this book – your resume should read like your own individual calling card, and 
nobody else’s! 
 
Chronological Format:  Chronological resumes are the easiest to prepare and read, 
and most commonly used.  Information about your current or most recent position is 
listed first and then previous positions follow in reverse chronological order. 
 
Functional Format:  The functional format enables you to focus on skills and qualities 
that can be applied to a number of work situations.  It is best suited when you want to 
de-emphasize your employment record. You might choose this format it you have no 
work experience, have significant gaps in your employment record, have a pattern of 
short-term jobs (subsequent to graduation from college), or have held several positions 
in which you have exercised the same skills. 
 
The functional format is often used by job seekers who are making a drastic career 
change and want to emphasize their transferable skills instead of positions they have 
held. 
 
The Combination Format:  As the name implies, the combination format merges 
elements of both the functional and chronological formats.  It stresses skills and 
capabilities, but adds positions, employers and dates.  The main advantage is that is 
shows the potential employer where and when you have gained the skills you are 
highlighting.  If you have a stable employment record, it is important to include a job 
history to help remove some of the suspicions that often rise in the minds of employers 
reading functional resumes. 
 
 
Lying about anything on your resume, or inflating anything that is verifiable – like your 
GPA – is a huge no-no!  Don’t be foolish – even if you get the job, your lie may cause you 
to lose it later. 
 






















































