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Resume

	Purpose

This lesson introduces you to the basic steps in writing a resume.  As you start to pursue your career goals, whether in the Marine Corps, college, or the job market, you will need to know how to write a clear and concise resume. 


Introduction

What is a resume?  A resume is a brief summary of your abilities, education, experience, and skills.  A resume acts as a door opener and allows an employer to assess your qualifications in the prescreening process.   A resume has one purpose: to get you a job interview.  How you present yourself in your resume will greatly influence your chances of getting a job interview.

Employers or personnel officers may look through hundreds of resumes and may spend only a few seconds reviewing each one. To have your resume noticed, you must quickly convey that you are capable and competent enough to be worth interviewing.  This can be accomplished by using key words and phrases in your resume that will help those reviewing it form a mental picture of you and your activities. Employers need to assess your skills based on your past accomplishments. The more thoroughly you prepare your resume now, the more likely someone is to read it later.

What Is In a Resume?

Resume writing is critical in controlling the image you present to employers. The following is a basic outline of sections that should be included in all resumes.
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Identification Section

This section includes your name, address, area code, and telephone number as well as an e-mail address, if available. Your name should appear in slightly larger print. Use formal names and never abbreviate on a resume. Consider presenting your permanent address in addition to your local address only when it is to your advantage. If you include the URL for your Web pages, make sure the pages are in professional, business-like condition. No other personal information is required. 
Job Objective

The first step to writing a good resume is to define your objective.  State your goal or objective in terms of what you can do for an employer, not what you want an employer to do for you. Avoid expressions such as "...where I can use my knowledge and skills to expand my expertise in….” A good objective will tell an employer  what the rest of your resume is going to say. Some sample objectives follow: 

· A summer internship in sales or assistant department management.
· A position in marketing or business development in a growth company specializing in high technology.

You will notice that the objectives presented above do not include superfluous phrases like "a challenging position" or words like "exciting" or "dynamic." No one seeks a position that is not challenging or exciting. Stay away from trite, banal, or over-used words such as "people-oriented," "stimulating" environment, or "dynamic" company. All companies feel that they are dynamic, people-oriented, and offer challenging positions in a stimulating environment.

Education

The education section often comes first in student resumes, especially if it is a strong asset.   Education usually means post-secondary school and can include special seminars, summer school, or night school as well as college and university. If you are just starting college, you can include high school as well. List the following items: 

· Degrees and month/year obtained or expected
· Names and locations of schools
· Major and minor, if any
· Grade point average. 
· A brief summary of important courses you have taken might also be helpful.
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Experience

Experience includes full-time paid jobs, academic research projects, internships or co-op positions, part-time jobs, or volunteer work. List the month/years you worked, position, name and location of employer or place, and responsibilities you had. As you describe your experiences, ask yourself questions like these:  

· Have I discovered, coordinated, organized, or directed anything professionally or for my community?  

· Do I meet deadlines consistently?  

· Am I a good communicator?  

· Do I enjoy teamwork? 

Skills

List all computer languages and software, research, laboratory, teaching or tutoring, communication, leadership, or athletic, experiences that show your skills to others. Draw upon your work experience, volunteer and/or extracurricular activities in terms of duration, scope, accomplishments, etc. If you lack relevant experience, emphasize those skills you have developed as a MCJROTC cadet in terms of interpersonal, organizational, and supervisory. 

Activities/Services

List academic, professional, or community organizations in which you hold office or are currently a member; list professional and community activities, including volunteer work. Listing extra-curricular activities or hobbies is optional.  Generally, list hobbies, travel, or languages only if they relate to your job interests. In some cases, you may wish to emphasize your willingness to travel or relocate. 


Additional Tips

· Omit personal information such as age, or marital status. If you are applying to a job overseas where age, marital status, and nationality are required information, then add those details to the bottom of your resume. 
· Do not include the word, “Resume,” at the top of page one or the date you prepared the document. 

· Ensure that your name is at the top of all pages. 

· Include the page number at the top of all pages other than page one. 

· Use a dictionary and thesaurus to understand and express accurately your skills/abilities for the job, and the contributions you can make to the organization. 

· Check your first draft for accuracy and completeness of information. Check your final copy for errors before printing. 

· The more in-depth the material and your preparation, the more informative your resume will be to the prospective employer, and the easier it will be for you to answer subsequent interview questions. 

· Keep all your notes from which you prepared your resume on file and periodically (yearly/twice yearly) add to them your recent activities, job, etc.. This will ensure that you will always have up-to-date data to generate future resumes.

Conclusion
This lesson was a basic introduction in writing a resume.  As you grow in your career and pursue other jobs, your skills for writing a resume will grow.  If you have kept your career development portfolio up to date as part of your MCJROTC training, much of the information needed for  your resume will be in  your portfolio.  Throughout your career, you should continue to use the skills and techniques in portfolio management that you learned as an MCJROTC cadet.(












Note:


A potential employer has no legal right to request information about age, sex, race, religion, marital status, health, physical appearance, or personal habits. Do not include such information on your resume.
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