Resume Information



A resume is a brief, written summary of your skills and experience. It is an overview of who you are and a tool to present yourself. The goal of a resume is to gain an interview.





Resume Tips





Make your resume short one page, if possible.


Use white or ivory paper.


Type your resume on a computer using spell check.


Use action words to describe your work skills. (See boxes.)


Stress skills, knowledge, and abilities.


Proofread it for grammar, punctuation and spelling errors.


Have someone else check your resume for errors.


Do not list your references; references should be on a separate paper.


Tell the truth on your resume.








Communication Skills


Addressed


Authored


Clarified


Created


Demonstrated


Drafted


Presented


Persuaded


Proofread


Reported








Helping Skills 


Aided


Assisted


Built


Clarified Communicated Defined


Demonstrated


Developed Encouraged Evaluated Facilitated


Familiarized


Guided


Helped


Incorporated Informed Initiated Instructed Lectured


Performed


Prepared


Represented


Solved


Supported


Trained


Upheld


Volunteered 








Sales Skills


Accomplished


Arbitrated


Budgeted


Computed


Consulted


Demonstrated


Dissuaded


Exceeded


Forecasted


Generated


Increased


Influenced


Marketed


Ordered


Persuaded


Produced


Projected


Promoted


Realized


Saved


Sold








Various Skills


Achieved


Arranged


Built


Collected


Contributed


Delivered


Designed


Dispatched


Examined


Improved


Increased


Informed


Maintained


Organized


Performed


Purchased


Prepared


Scheduled


Supervised


Trained





Clerical Skills


Assigned


Balanced


Catalogued


Charted


Compiled


Composed


Distributed


Edited


Followed up


Identified


Ordered


Planned


Prepared


Recorded








Technical Skills


Analyzed Assembled


Balanced


Built


Calculated


Computed Conducted


Cut


Designed


Detected


Developed


Devised


Engineered


Formed


Generated


Inspected


Installed


Maintained


Molded


Operated


Packaged


Processed


Programmed


Reengineered Remodeled


Transmitted








Data / Financial Skills


Adjusted


Allocated


Budgeted


Compared


Computed


Counted


Documented


Estimated


Forecasted


Inventoried


Invested


Predicted


Projected


Quantified


Recorded


Retrieved


Verified








Creative Skills 


Acted


Applied


Composed Created Established Founded Improvised


Introduced


Navigated


Originated


Presented








Management / Leadership Skills


Achieved


Administered


Assigned Attained Challenged, Coordinated Decided Delegated Established Executed Handled Headed Implemented Incorporated Intervened Launched


Led


Managed Mediated Motivated Organized Oversaw Planned Prioritized Recommended Scheduled Supervised


United





Efficiency Skills


Accelerated


Allocated Boosted Centralized Downsized Edited Eliminated Enhanced Expanded Expedited Heightened Lessened Leveraged Maximized Merged Optimized Outlined Outsourced Prevented Prioritized Reorganized Reduced Revised Simplified Standardized Stream-lined Synthesized


Systematized


Upgraded











