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Sample Resume Format
And Tips For Resumes, Cover  Letters, Interviews and Jobs
The sample resume format  which is outlined on the following page,  has been developed as a guide. You may  select or change the resume headings and format to best highlight  your education, skills, experience and accomplishments as you write, revise or update your resume. 

The resume is written and used as an effective marketing tool which summarizes and highlights your education, career relevant skills and experience and your most significant accomplishments for jobs, internships/co-ops, graduate/professional school,  and/or career fields of interest which match your qualifications.  The most effective resume and cover letter will typically generate the job interview.  And, the candidate who prepares best, in advance for the job interview; reviews both typical and behavioral based interview questions beforehand; and practices and knows his/her answers to the interview questions and conducts the best job interview, will most often generate the job offer. ( You May Review Excellent Sample Resumes, Interview Questions and Successful Interviewing and Job Success Tips at:  www.jobweb.com , www.bestsampleresume.com , www.careerbuilder.com , www.wsj.com – career journal ,  www.chronicle.org , www.monster.com , www.quintcareers.com  and more…..).
The resume should be neatly typed, error free, and written with short, concise statements, beginning with action verbs to describe the major responsibilities and significant accomplishments for each job you have held within the past 5-10 years  as a student, recent college graduate, or experienced alumni.    Beginning with your current or most recent job, use action verbs to describe the major  responsibilities and accomplishments for each job.  The job titles for some jobs are sufficient for jobs which are not as relevant to your present career/job objective.  The resume should be typed and printed on 1-2 pages.  (Use a good quality  bond, resume paper) You may review detailed information on writing resumes and review excellent sample resumes, cover letters, job search tips, interview tips, career fair tips and job listings on-line, at: www.louisville.edu/career,   www.jobweb.com www.careerbuilder.com,   www.wsj.com – career journal,  www.quintcareers.com ,  www.jobscribble.com , www.vault.com , www.hotjobs.com  www.monster.com   www.jobhunt.org , www.collegegrad.com , www.nonprofitjobs.org , www.theladders.com , www.greaterlouisvilleworks.com and more…
You may also review and apply for jobs posted onto the Career Development Center’s on-line career  management  and job listing system, Symplicity at  www.louisville.edu/career  Employers post jobs onto Symplicity to recruit UofL students and recent alumni for jobs ranging from student employment and co-op/internship positions to full-time, professional jobs. To access jobs posted onto Symplicity click onto www.louisville.edu/career   You can also review and apply for jobs at: www.careerbuilder.com , www.hotjobs.com, www.monster.com,  www.greaterlouisvilleworks.com, www.louisvillehelpwanted.com www.oneknox.com www.jobscribble.com  www.msn.com , www.courierjournal.com  www.wetfeet.com ,   www.rileyguide.com  www.allstarjobs.com ,   www.usajobs.opm.gov ,  www.careerperfect.com  www.careeronestop.org , www.job.com  www.indeed.com, www.snagajob.com, www.theladders.com, www.sixfigurejobs.com and more….  And, you can “google”  career/job  specific websites and the websites  and on-line job links of companies/organizations of interest  to you, to apply for jobs.  Also plan to use employment agencies, temporary agencies and employment search firms which do not charge a fee, to generate job leads and apply for immediate job openings(i.e.Adecco; Kelly Services; Manpower; Spherion;  www.management.monster.com ; www.searchfirm.com & more…Additionally, review Yellow Pages Directories  to identify major,  temporary job agencies and employment search firms).  
You can conduct a successful job search by implementing several job search strategies simultaneously, including: optimizing your use of the Career Center’s on-line career management and job listings system, Symplicity; maximizing your use of job listing websites; networking; identifying companies/organizations of interest and submitting your resume directly to recruiting employers; reviewing job listing websites daily and weekly; applying for several jobs daily & weekly(10-12); attending college and community career fairs; and reviewing in advance, excellent job search techniques; sample resumes; cover letter samples and  interviewing and job success tips, at www.jobweb.com ,  www.careerbuilder.com  and more…

You should also research companies/organizations and career fields of interest, in advance to  prepare best  for job interviews.  You will find excellent, successful interviewing tips at www.jobweb.com; www.monster.com; www.careerbuilder.com and in: 
60 Seconds & You’re Hired, Robin Ryan; Soaring on Your Strengths, Robin Ryan Winning Job Interviews, Paul Powers; 301 Smart Answers to Tough Interview Questions, Vicky Oliver; Fearless Interviewing, Marky Stein; Best Answers to 201 Most Frequently Asked Interview Questions, Matthew J. Deluca; Savvy Interviewing, J. & G. Van Devender.                                         

Best of Luck and Much Continued Success to You !  Remember to review and use excellent career resources for  job search, resume writing, interviewing and job success tips  as well as  job listings including: Symplicity – www.louisville.edu/career ;  www.jobweb.com ; www.careerbuilder.com ; www.jobscribble.com; www.monster.com, www.snagajob.com  and more…    If you have any questions, or need further assistance, please contact the  UofL Career Development Center, Houchens LL04,  502/852-6701 or click onto www.louisville.edu/career  
Page 2 of 2                                                            Sample Resume Format                               
_____________________________________________________

Name
Street Address, City, State &  Zip Code

Telephone Number

e-mail address

Objective 
(State an objective which clearly specifies your current Career Field(s) or Job(s) of interest and highlight 3-4 of your strongest career/job relevant skill/experience areas which  support  the career/job objective.   Also, review excellent sample resumes and resume objectives at  www.jobweb.com;  www.wsj.com – career journal; www.bestsampleresume.com; www.careerbuilder.com 

www.monster.com  ).      
Education

Related Course Work or Course Highlights– List  4-6 Courses (course titles only) which support the present 

career objective)  

  ____________________                       _____________________                       ______________________ 
 ________________                  _________________                  _________________

Computer Skills

Languages

Skills Profile  or Skills Highlights
List the 4-6 major skills required for the career fields/jobs of interest which you possess and can utilize.  
(Review  the detailed job descriptions & job advertisements (ads) for the career fields/jobs of interest to identify the major job duties/responsibilities and specifically, the required skills for the job).  You will find excellent job advertisements (ads)/job descriptions  which summarize the major job responsibilities and skills required at  websites which list jobs including: www.jobweb.com  www.careerbuilder.com  www.hotjobs.com www.monster.com    www.msn.com  www.wetfeet.com  www.jobscribble.com www.onet.org  and more…
Qualifications Summary (Review  detailed  job descriptions, specific job responsibilities and skills areas required  for your current career/job interests at www.careerbuilder.com; www.hotjobs.com ; www.jobweb.com  and www.wsj.com – career journal  to develop this section best).  Use 4-6 short, concise statements beginning with action verbs to briefly highlight your career relevant skills, experience and accomplishment areas which support your present career/job objective.  Also review the qualifications summary/skills section of sample resumes at www.jobweb.com; www.wsj.com-career journal; www.careerbuilder.com & www.bestsampleresume.com 
Internship/Co-op Experience

Work Experience

Certifications & Training 

Honors &  Awards

Memberships & Activities and Volunteer & Service Learning Experience 
References Available Upon Request     
(You may also review excellent sample resumes and detailed information on writing resumes at www.jobweb.com; www.careerbuilder.com; www.wsj.com – career journal; www.bestsampleresume.com ; www.jobscribble.com , www.monster.com; www.hotjobs.com  and more……….)
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