Creating Your Resume, Cove

Letter and References

Create a Resume to Market Your Skills
Write an Effective Cover Letter
Develop a Reference List
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Purpose of a Resume

V Formal, organized summary of your job and-jelated
experiences, education and skills that shows you are
gualified for the job.

VSparks the employer 0s 11
Interview.

V Tool to market your skills, work experience and
accomplishments.

waukesha county technical college



Choosing the Right Format for You

x There are 3 formats to choose from:

I Chronological ~ This format is chosen whgou:
A Can show progression/advancement in jobs
A Have no gaps in employment history
A Want your work history to stand out

I Functional/Skills Based ~This format is chosen when you:
A Are changing careers
A Have gaps in your employment history
A Are a recent graduate
A Have little paid work experience
A Are reentering workforce
A Have a complicated work history
I Combination of the Chronological and Functional ~This format
Is chosen when:
A You have at least some professional experience in your field of intere
A You want to feature your skills related to your stated objective.
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Sections of a Resume

Chronological Functional Combination
Heading Heading Heading
Objective Objective Objective
Summary Summary Summary
Education Education Education
Experience Skills Professional Skills

Experience Related Experience

NOTE!!! The Education and Experience sections may be switched
in sequence depending upon most recent activity. For example,
recent graduates would place Education after the Summary
followed by Experience.

WCT
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Chronological Resume Sample

RICHARD L SMITH

2358 Aberdeen Court rsmith@msnhotmail.com
Beaver Dam, WI 60194 847-555-7056

PROFILE:

AUTO COLLISION REPAIR TECHNICIAN

e Background in virtually all aspects of automotive repair including production. sales and office functions, in
compliance with industry standards and practices

e  Skilled in salesmanship, troubleshooting, materials/parts procurement and inventory control

e  Utilized Mitchell, ADP and CCC estimating systems. Proficient in the operation of Chief frame machines,
and FMC four-wheel alignment system. Certifications include: Parts Specialist and Auto/Lt. Truck series

e  Accomplished at identifying information by categorizing, estimating. recognizing differences or similarities,
and detecting changes in circumstances or events.

Waukesha County Technical College, Pewaukee, W1 2007
Technical Diploma - Auto Collision Repair and Refinishing Technician, GPA-3.6/4.0
Relevant Course Work:

EMPLOYMENT:

Auto Body Prep/Refinishing Refinishing/Painting and Tinting
Body Panel Replacement/Alignment Structural Analysis
Auto Body Welding Plastic Composite Repair
Body Panel Repair Auto Body Estimating
Talluns Auto Parts, Greenbay, W1 2000 - 2006

enior Sales Clerk

e Promoted to Senior Sales Clerk after 8 months of service

o Read catalogs. microfiche viewers, or computer displays in order to determine replacement part stock
numbers and prices

e Supervised and aided in creating work schedules for seven employees

e Advised customers on substitution or modification of parts when identical replacements are not available

e Assured deadlines and invoices are accurate for product suppliers.

e Prepared budgets and approved budget expenditures while maintaining a profit.

. 103.

Completed ASE Parts Specialist Certification, 2

Plymouth Toyota, Richmond VA 1997 - 2000
y: 141 Mechanic
e Examined vehicles, compiled estimates of repair costs, and secured customer’s
approval to perform repairs.
e  Tested electronic computer components in automobiles to ensure that they are
working properly.
e Utilized electronic test equipment to locate and correct malfunctions in fuel, ignition,
and emissions control systems.
e Calibrated and operated 2 and 4 wheel alignment systems.
e  Performed routine repairs and assisted in more complex computerized mechanical
malfunctions.
e Disassembled units and inspected parts for wear, using micrometers, calipers, and gauges.
e  Achieved ASE Certification.

Spradlin Chevrolet, Park Ridge, IL 1990 - 1997
hop Maintenance Worker

e Gained valuable experience in automotive repair activities and shop procedures.

e Mentored under the direction of the Shop Manager.

e Maintained tools, equipment. and machinery in clean operating order.
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Skills Section:
Break down
work history and
background into
skill sets 1
t he empl
attention
will be drawn to
your skills.

Caroline N. Appleton

Functional Resume Sample

S2531 Hill Dr.
Waukesha, WI 53842
(262) 555-7812
cappleton@hotmail.com

OBJECTIVE

To obtain a position as a Certified Nursing Assistant

SUMMARY

Emphasis on patient care

Great active listening skills

Always looking for ways to help patients, co-workers, and visitors
Excellent track record of monitoring and documenting information

0y epedis
ursing ASsistant Recertification

Promiso. Inc.. Milwaukee, WI

Nursing Assistant, Technical Diploma
‘Waukesha County Technical College. Pewaukee, WI

Hartford High School. Hartford, WI
Diploma

SKILLS

Nursing

=  Assisted, staff in planning elderly patients” daily exercises and activities

Bathed, dressed. and undressed up to 10 patients daily
= Fed patients who were unable to feed themselves
= Changed bed linens and cleaned rooms daily

= Recorded temperature, blood pressure, pulse, respiration rates, food/fluid intake and o,

staff’
= Re-positioned bed-ridden patients to prevent bedsores

Customer Service

May 200

\

Experience
section: lists
only job title,
employer &
dates

/

as directed by nursing

= Communicated information to callers and visitors in friendly. courteous man

= Scheduled and coordinated appointments and meetings for 2 managers

= Aided co-workers and supervisors in identifying and solving problems

= Filed records and correspondence accurately and efficiently

EXPERIENCE

Secretary Central File, Inc., Brown Deer, WI 2003-2005
Bindery Worker Banta Book Group, Neenah, WI 2000-2003
Sales Clerk The GAP, Appleton, WI 1998-2000
Certified Nursing Assistant Nursing Home, Waukesha, WI 1995-1998

CTC
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Consistent in
spacing, font

throughout

Skills focus on
healthcare

All verbs
are same
tense

sizes, and style

Functional continued

Caroline N. Appleton

82531 Hill Dr.
Waukesha, WI 53842
(262) 555-7812

cappleton@hotmail.com

OBJECTIVE

To obtain a position as a Certified Nursing Assistant

SUMMARY

Emphasis on patient care

Great active listening skills

Always looking for ways to help patients, co-workers, and visitors
Excellent track record of monitoring and documenting information

EDUCATION
Nursing Assistant Recertification
Promiso, Inc., Milwaukee, WI

Nursing Assistant, Technical Diploma
‘Waukesha County Technical College. Pewaukee, WI

Hartford High School. Hartford, WI
Diploma

SKILLS

Nursing

=  Assisted, staff in planning elderly patients’ daily exercises and activities
Bathed, dressed, and undressed up to 10 patients daily

= Fed patients who were unable to feed themselves

= Changed bed linens and cleaned rooms daily

= Recorded temperature, blood pressure, pulse, respiration rates, food/fluid intake and output, as directed by nursing

stafl’
= Re-positioned bed-ridden patients to prevent bedsores

Customer Service

= Communicated information to callers and visitors in friendly. courteous manner
=  Scheduled and coordinated appointments and meetings for 2 managers

= Aided co-workers and supervisors in identifying and solving problems

= Filed records and correspondence accurately and efficiently

EXPERIENCE

Secretary Central File, Inc.. Brown Deer, WI
Bindery Worker Banta Book Group, Neenah, WI
Sales Clerk The GAP, Appleton, WI

Certified Nursing Assistant Nursing Home, Waukesha, WI

Good use of
white space
throughout

May 2005

1995

No date
for high
school

Columns
make it
easy to

read

CTC

sha county technical college

2003-2003
2000-2003
1998-2000
1995-1998




Sample of a Combination Format

Heading: A
Objective: Short Name (bolded)
statement that targets Address
job; company name Phone number/cell
EmaiI/
Expertise:
Based on your N\

Summary: Top
marketable attributes
based on desired job;
how you can benefit

the company )

gualities that
make you the
Arighto (person
for the job.

_ Education: Recent
Experience: Job graduates will place

title, company, Education after
location; skills Summary section.
developed,

accomplishments - WCTC
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guantify.



