Writing Your Resume

Office of Career Services
Careers@fisher.edu
(617)236-8838

There are many different ways of writing your resume. It will be important to keep in mind that there are things that should be included or omitted on your resume to make it look as aesthetically pleasing and professional as possible. Remember that you are telling the employer what you will do for them as a member of their team
Do
· 
· KEEP RESUME TO ONE PAGE
· Match skills and experiences with job descriptions. 
· Include 3-5 bullet points elaborating responsibilities for each job/experience/position. 
· Use present tense action verbs for current jobs and past tense for past jobs
· Write in 1st person, but do not use personal pronouns (i.e. “I” etc.)
· Add links to linked in profile or published work as appropriate
· Use colors, shading and bold text to highlight achievements
· Tailor your resume to the career field you are interested in
· List education and experiences in reverse chronological order
· Quantify accomplishments
· Make sure all dates, locations, and headings are aligned.

Don’t
· 
· Have any typos
· Write “references available upon request”
· Include an “objective”
· Include demographic information
· Have an unprofessional email address
· Use acronyms or abbreviations
· Lie or be deceitful
· Use unnecessary words like “I”, “my”, “many”, and “various”
· Have margins smaller than .5 inch or larger than 1 inch
· Use font size smaller than  10

The following page has resume examples. Please refer to them when you are starting the resume writing process. You should also make an appointment with the Career Services Office for a personalized resume consultation. Our contact information is listed above.




Jamie Falcon
118 Beacon Street ● Boston, MA 02116
 (617) 555-5555 ● kittycat@gmail.comAddress can be full address or just City & State
Avoid inappropriate email addresses.

OBJECTIVE__________________________________________________________________Objectives are not necessary. See Career Services if you are interested in crafting a personal brand summary (optional)

Summer internship in a retail environment 
EDUCATION
Fisher College 									   Boston, MA
Bachelor of Science in Management 					   Expected May 2021
Concentration: Hospitality and Tourism
Don’t forget to include study abroad experiences!

University of Stirling 							        Stirling, Scotland
Study Abroad	 									    Spring 2018

Brookfield High School, Brookfield, MA, May 2013High school should be deleted after your sophomore year in college. Add other recent info instead.


WORK EXPERIENCE
YMCA Summer Camp						                   Framingham, MA
Group Leader							       Summer 2018 and Summer 2019
· Collaborated with fellow Group Leaders to plan and implement summer camp activities for children ages 5-10 years old. Use either bullets or paragraph style.

· Led groups of 10-15 children in a wide variety of camp recreation activities, including sports, arts and crafts, and educational programs. 
· Communicated with parents regarding camper behavioral issues. 
Old Navy								                      Burlington, MA
Sales Associate						         September 2015 – August 2017
· Assisted customers by locating merchandise, opening dressing rooms, and offering fashion advice. 
· Processed cash and credit card sales transactions, returns, and exchanges.
· Monitored inventory and re-stocked items. 


ACTIVITIES
Fisher College Soccer, Fall 2017 – present
Dorchester Boys and Girls Club, Tutor, January 2017 – PresentDuring the first two years of college, it’s fine to include high school activities.

Brookfield High School Varsity Soccer, Captain, 2014-2016


SKILLS
Languages: Fluent in English and Spanish; conversational PortugueseUnless applying outside of US, do not list English.

Computer: Microsoft Word, Excel, Power Point, Access
Strong leadership and interpersonal skills, organized and detail orientedThese are “soft skills” and should be described in your cover letter not resume.




Joe FisherMake sure you have the exact title of your degree. 
Leave hyperlinks live, as most employers view online 

Everett, MA 02149
(617) 555-5555 | jfisher@fisher.edu 
	
EDUCATION
Fisher College | Boston, MA
Bachelor of Science in Marketing		            Expected May 2021
Honors: GPA: 3.5, Dean’s List (every semester)Include 4-6 upper level classes.


RELEVANT COURSEWORK
Marketing Metrics and Analytics, Brand Strategy, E-Marketing, Social Media and Digital Strategies 

		RELEVANT EXPERIENCE
Club President
Marketing & Communication Student Club | Fisher College			Fall 2017-PresentPresent tense for current positions. 

		
· Organize monthly meetings for 10+ member club. Leadership is important 

· Manage budget of $1,000, allocating funds for events, conferences and memberships. 
· Plan 3 events including a marketing competition for student clubs with over 100 entries.

Finance and Development Intern
Massachusetts Republican Party			      Summer 2019
	Past tense for past positions.

· Planned 3 large scale fundraising events to benefit the Massachusetts GOP
· Established relationships with select past supporters to increase yearly funds raised by 20% 
· Input donations into fundraising software - Raiser’s Edge
· Prepared and delivered weekly bank deposits from $1,000-10,000. 

Student Team LeaderAcademic projects are a good way to illustrate real world skills: teamwork, research, presentation and technical skills.

Advertising & Promotion Project| Fisher College						          Spring 2019

· Collaborated with four-member advertising team to develop a strategic, creative multi-media marketing campaign for a mock technology company
· Met weekly with group and conducted audio-visual presentation for class of 28 students.

Student Team Member
Managerial Communications Projects | Fisher College			               Fall 2018	

· Evaluated and contrasted corporate responsibility information listed on websites of oil companies (ExxonMobil, Caltex, Dana and Anadarko Petroleum). 

ADDITIONAL WORK EXPERIENCE

Union Oyster House, Waiter/Host, Boston, MA		            June 2018 - Present
Boys and Girls Club, Mentor, Everett, MA	             January 2018 – Present
Bath and Body Works, Sales Leader/ Key Holder, Boston, Ma                                    November 2015 – December 2017
					
SKILLS
Microsoft Word, Excel, PowerPoint, Publisher, Access, and Outlook, Raiser’s Edge-databaseLess relevant jobs can be listed without descriptions.

Social Media Marketing including: Facebook, Twitter, LinkedIn, Instagram



Jane Smith
Jsmith19@fisher.edu | Phone: (617) 555-1010
www.linkedin/janesmith.com


EDUCATION 
Fisher College  							                    
Bachelors of Science in Management								Expected May 2021
GPA: 3.6

HONORS & ACADEMIC AWARDS 
· 
· Sophomore: Explore, Excel, Develop (SEED) 2018 award
· Dean’s list recipient

RELATED COURSEWORK

Leadership and Ethics, Financial Accounting, Managerial Accounting, Organizational Behavior, Business Law 

RELEVANT EXPERIENCE	
Office Assistant										          October 2017 - Current
Office of Career Services |Fisher College	
· Analyze and post 80-100 daily job postings for student populations to view through online career service platform, Handshake; Manage event postings and assist in approving employers within the network.
· Direct design and publish content on office’s social media accounts to promote services and resources.
· Actively develop and maintain multiple industry contacts to drive access to employers and career exploration.
· Aide career specialists with student resume critique appointments 

Finance Intern
Merrill Lynch |Boston Ma 			     	                                         		                           Summer 2019 
· Lead research-related checks for investment banking clients. Responded to 5-10 vetting requests daily
· Actively develop and maintain industry contacts at events, conferences and trade shows
· Help plan and organize Merrill’s annual software conference, attended by as many as 250 investment professionals. Asked to co-moderate company presentation for institutional clients

OTHER WORK EXPERIENCE
Sales Floor Representative
Banana Republic | Boston, Ma							                     October 2017– May 2019 
· Supervised, organized and provided onboard training to 10 new sales floor team members 
· Attained company and personal profit targets, contributing to an average 10% annual grown 
· Resolved customer concerns associated with quality of service, promotional sales and product displays

ACTIVITIES AND LEADERSHIP EXPERIENCE 
Soccer team | Fisher College, Boston Ma			     	                                            Spring 2018- Current
Peer Leadership | Fisher College								                  2018-2019
Tutor | Boys & Girl Club of Boston, Boston Ma 						                               Spring 2017
								 
SKILLS
· Microsoft Office Suite, Handshake, Canva, InDesign 
· Fluent in Spanish and conversational French 
· Instagram influencer

















ACTION VERBS

Management
Skills
administered
analyzed appraised
assigned
attained
calculated
chaired
committed
compared
contracted
consolidated
convened
coordinated
delegated
delivered
designed
developed
directed
employed
evaluated
executed
exercised
expanded
formed
generated
handled
implemented
improved
increased
initiated
judged
managed
marketed
organized
oversaw
planned
prioritized
produced
projected
rated
recommended
reduced
researched
reviewed
scheduled
sold
strengthened
succeeded
supervised

Communication
Skills
addressed
arbitrated
arranged
articulated
authored
communicated
conveyed
corresponded
developed
directed
distributed
drafted
edited
enlisted
exhibited
explained
formulated
functioned
influenced
interpreted
intervened
lectured
led
mediated
moderated
motivated
persuaded
presented
promoted
publicized
recruited
shared
simplified
spoke
suggested
targeted
translated
wrote

Research Skills
accomplished
charted
clarified
collected
compiled
completed
conducted
critiqued
derived
detected
determined
diagnosed
evaluated
examined
extracted
figured
focused
identified
interpreted
interviewed
investigated
measured
observed
obtained
organized
reported
reviewed
studied
summarized
surveyed
synthesized
verified

Technical Skills
applied
calculated
carried out
coded
computed
constructed
designed
devised
fabricated
installed
maintained
mastered
modeled
modified
operated
overhauled
programmed
repaired
restored
simulated
solved
trained
updated
upgraded


Helping Skills
assessed
assisted
changed
clarified
coached
collaborated
counseled
demonstrated
dispensed
educated
encouraged
facilitated
fostered
guided
helped
instructed
listened
participated
protected
provided
recommended
referred
rehabilitated
represented
resolved
served
supported
taught
tutored

Creative Skills
acted
collated
conceptualized
created
designed
developed
displayed
directed
dramatized
entertained
established
explored
founded
illustrated
instituted
integrated
introduced
invented
molded
originated
performed
planned
printed
shaped
sold
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