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A MESSAGE e -

Some students may be under the

i

T T !
T |

o s u D E N s impression that upon completion of their |

|

|

college program, someone, somewhere,
will instantly recommend and provide the student with the perfect job. Job-seeking students quickly I
realize the opposite to be true. For some, the realization becomes all too apparent that there is a :
need to have an understanding of job search skills. You cannot approach an employer with an :
attitude suchhiase 1méled e Du m@imn gmpldyess havalseen alblestasbe y'e ar s
highly selective when hiring graduates due to a tightening labor market. To the student, this |
represents added competition and the realism that it is often the person best prepared for the job

search that gets the job rather than the person best qualified for the job.

During your job search, the Career and Transfer Center at Genesee Community College will
provide you with information on the labor market and assistance with job-securing skills. The staff
of the Career and Transfer Center is prepared to provide you with assistance with cover letter and
resume writing, interviewing techniques and the establishment of a credential file. We host
employment recruiters on campus and an annual Job Fair that brings about 50 employer
representatives on campus. Information is also available on full- and part-time job openings and

Civil Service positions.




ELECTRONIC COMMUNICA TION

ONLINE RESUMES AND APPLICATIONS
Many job seekers will find themselves using a variety of job posting websites and organization
websites. These sites not only allow users to search for open positions, but also post their resumes for
employers to view, submit resumes and cover letters for particular positions, and complete online
applications. In some organizations, submitting a resume and/or completing an application online is
required, and the only way to be considered for employment.

Some sites use online forms that require users to enter resume and application information as text, while
others allow resumes to be uploaded as formatted documents. If given a choice, uploading your resume
is preferable, as your chosen formatting will be maintained and the employer will view your resume
exactly as you intended. When submitting resumes online, remember the following:

1. If you are uploading your resume to a site, make sure the document is in the proper format.
Not all word processors formats are compatible, and the instructions for uploading your resume will
designate acceptable document formats (e.g., MS Word, Adobe pdf).

2. If entering your resume as text in an online form or completing an online application, it is
best to copy and paste the information from another document. Use a word processing
program to create your resume in plain text format (see below). Proofread thoroughly and utilize the
spell check function before pasting the text into an online form. This will greatly reduce the chance
of having typos and spelling errors when entering information in an online form.

A. Put your name and resume categories in UPPER CASE.
B. Use spaces to not only separate words but to perform any and all indenting (tab key and
centering do not work as this formatting is not maintained in the copy/paste process.)

SENDING YOUR RESUME VIA E-MAIL

Many employers prefer to receive resumes via e-mail, and there are some who will only accept
electronic submissions. In order to successfully e-mail your resume to an employer, you need to
know the following:

1. Attach the original resume document to your e-mail message and copy-and-paste its
contents into the body of your message in plain test (ASCII) format. Some employers may not
open attachments for fear of viruses, and others may not have the same software you used to
create your resume (MS Word is most common). By attaching your resume and pasting it into the
message, you ensure that the employer will be able to view your resume.

2. Use text or ASCIl Format to send your resume within the body of and e-mail message.
Although plain text lacks the visual appeal of a formatted resume, it is the most effective way to
send data electronically, since all e-mail systems and word processors are able to view text in this
format. When creating a plain text (ASCII) resume to paste into an e-mail, remember the following:

o Use 12-point size Courier New Font (or other monospaced fonts).

Left-justify the entire document.

Use *,-,or + instead of bullet points.

Bold, italics, and underlining are not recognized in plain text (ASCII) format.

Use upper case letters to distinguish your name and section headings.

Indent using the Space bar, rather than the Tab key.

o Limit each line to 72 characters in length

3. E-mail your resume to yourself first, before sending it to an employer. This gives you and
opportunity to make sure the formatting and layout are correct, and to make any necessary
changes.

4. Include a cover letter within the body of your e-mail. All resumes should be accompanied by a
cover letter, including those sent via e-mail. Follow the guidelines above for creating your cover
letter in plain text.

O O O o0 O

*Reprinted with permission of Career Development Center, SUNY Buffalo State



SOCIAL NETWORKING SITES

There is no mistakingt he i nfl ux of the soci al networking sites
Facebook, or Twitter, just to name a few, the popularity of these sites has increased exponentially. A

tool whose initial purpose was to allow individuals to maintain contact despite distance, the reason why

they are utilized is constantly evolving. Employers and college recruiters are using these avenues to

screen potential candidates by conducting background checks and securing additional information.

Whether you agree or disagree with this method, the fact remains that this practice is being used.

Bot t om oluriuse eféhgse sites may impact your ability to get an interview or ultimately the position

you are seeking.

There are many employment sources that discourage setting up an account on a social networking site
altogether. Social networking sites have advantages and may be a viable resource for you as long as

you use them appropriately. Be mindful that the World Wide Web is justt hat é wor | dwi de. It
dissemination of information instantaneously and permanently. Once you post a picture, write a blog,
or comment on someonebs wal |, it may becomeahghbl i c

page rank which means that they appear at the top of search engine results.

You should ensure that your page or site reflects the image you want to portray to a future employer.

Therefore, you should refrain from posting revealing pictures, very personal information, or inappropriate
comments to your profile, wall, blogs, or in your online albums. You should also monitor the content that

your online friends post on your account as well as

Adjust your privacy settings to fprivatea This gives you more control and prevents your page from being
accessed publicly. However, keep in mind that material you post or that is posted about you on another
p e r s pageé(such as a tagged photo) is accessible to every person that has access to that page.

As a rule of thumb, do not place anything on your site that you would not want a prospective employer to
see. Regularly monitor and update the content of your page to make sure the material on your page is
appropriate and supports the image you would like portrayed to visitors to your site.




MILITARY

The purpose of this section is to highlight the area of the job search process that is specific to former
military personnel. The job search handbook contains information to aid you through the remaining
aspects of the search process. Please refer to the sections of the handbook for relevant information on
application forms, interviewing, and job search resources.

TRANSITIONING ASSISTANCE PROGRAM (TAP)

The job search process can be a very daunting task in itself. For a former service member, the process
can be even more complex. Transitioning from the military to the civilian workforce is a cultural, life-
altering occasion and critical decisions have to be made. There are a plethora of resources that are
available to put you on the path towards a successful transition. If you are within 12-24 months of your
separation date, you may be eligible for transition assistance through the installation of the military in
which you served. Services offered include career and employment assistance such as workshops,
counseling, assessments, seminars, career coaching, and vocational guidance. The degree of
services that are offered and the time period by which these services are provided may vary depending
on your installation. Listed below is the name] of

Army: Army Career and Alumni Program - The Army Career and Alumni Program (ACAP) is a military
personnel function and the Centers are found under the Director of Human Resources (DHR)
or the Military Personnel Office (MILPO) http://www.acap.army.mil/

Air Force: Airman and Family Readiness Center. You can find the nearest office using the military
Installation finder at http://www.militaryinstallations.dod.mil

Navy: Fleet and Family Support Center. Navy personnel should make an appointment with their
Command Career Counselor for a Pre-Separation counseling interview at least 180 days prior
to separation. http://www.fssp.org

Marines: Career Resource Management Center (CRMC)/Transition & Employment Assistance Program
Center. http://www.usmc-mccs.org/tamp/index.cfm

Coast Guard: Worklife Division i Transition Assistance. Coast Guard Worklife staffs can be found at your
nearest Integrated Support Command
http://www.uscg.mil/hg/g-w/g-wk/wkw/worklife_programs/transition_assistance.htm

For more information on the services that are provided, please contact the respective units.

IDENTIFY HOW MILITARY EXPERIENCE TRANSFERS
TO CIVILIAN WORKFORCE

Perhaps the most challenging task for a former service member is identifying how their military
experience transfers to employability in the civilian workforce. Your years of service have afforded you
a wealth of training, knowledge, and skills that employers are seeking. The key is familiarizing yourself
with the correct terminology and current buzz words that are prominent in the civilian workforce.

The following illustration provides an example of a job description that has been altered from military to
civilian terminology.

Military Summary VS Civilian Summary
Ten-year career in Food Service Management o .
with the U.S. Navy. Promoted through a Hospitality Management Professional
series of increasingly responsible positions Ten-year, award-winning professional career in:
managing food service operations for a crew Food Service Operations Facilities Management
of up to 600. Managed bu_dgetlng,_ Food Preparation & Presentation  Budgeting & Cost Control
procurement, supply, staffing, training and Menu Development Purchasing & Inventory

sanitation. Won the Navy's highest award in
Food Service.



http://www.acap.army.mil/
http://www.militaryinstallations.dod.mil/
http://www.fssp.org/

The following is a list of some of the skill sets that many service members have acquired:

Leadership

Training and development experience
Ability to work in a team environment
Ability to work with diverse populations
Ability to work under pressure and meet
deadlines

Ability to communicate verbally and in writing
Systematic planning and organization
Emphasis on safety

Familiarity with records and personnel
administration

Can-do attitude

Flexibility and adaptability

Inventory management

Distribution operations

Supplier contracts

Customer service and relationship management

Trouble-shooting
Budget and cost control
Facilities management
Regulatory compliance

< <<<K<K< <<<<K<
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This list is not exhaustive. In fact, there are many sites that are available online that will automatically
translate your skills for you once you enter your military position and title. A few of the sites are listed
below:

www.military.com/Careers/Content1/0,13587 skills_leader,,00.html

www.hirevetsfirst.gov/militaryskills.asp

www.taonline.com/mosdot/

WHAT JOB AM | QUALIFIED FOR?

Once you have identified your skills sets, the next step is to identify your target position. You should
determine what kinds of jobs you are qualified for based on employer hiring standards. If your goal is to
find a job that is similar to the position you held in the military, then you should begin working on your
resume. For more information on resume writing and tips, refer to our section on resumes on page 40.
There are also some great resources available to you on the web.

http://www. military.com/Careers/Contentl1?file= resume quide leader.htm&area= Reference

http://www. militaryhire.com/articleindexesvlet

www. bestsamplesume commilitary -resumeshtml

CAREER CHANGE

What do you do if you are unsure about what the next phase of your career entails? You have identified
the skills you have acquired through your military history and past work experiences but want a career
change. Whether you have identified potential careers you are interested in or are uncertain, there are
career guidance systems that can assist you in your career exploration efforts. These assessment tools
help individuals identify their work-related interests, values, and abilities in order to explore those
occupations that relate most closely to those attributes.

The Career & Transfer Center at Genesee Community College offers two career guidance systems to
students free of charge: SIGI*and FOCUS-2. If you are interested in utilizing these tools, contact the
Career & Transfer Center at (585) 345-6805. There is also a Career Center Coordinator who is
available to review the results of your assessments with you and interpret how they relate to career and
job opportunities. Keep in mind that some opportunities may require additional education and training.

A similar guidance system, O*Net, is provided by the Department of Labor. If you are interested in this
service, please visit http://www.doleta.gov/programs/ONET/eta_default.cfm.
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If the field you would like to enter requires additional education or training, you need to identify the skills
that are necessary to become qualified for entry into that career. Evaluate the skills you have already
acquired and match them against those that are required. Identify the appropriate college major or
training program and locate the colleges, universities, or other training institutions that offers what you
are seeking. Each institution has their own guidelines for admissions and degree requirements that you
should take into consideration when making your decision. This information can be obtained by visiting

the institutionds website or contacting their odmi

As a former service member, you may be entitled to tuition benefits through the military that will assist
you with the costs associated with continuing your education. You should contact the TAP associated
with the branch of the military you served. The addresses to each installations websites are provided
on page 5. Information on the assistance available through the Gl Bill and its provisions are available
through the U.S. Department of Veterans Affairs at http://www.gibill.va.gov/pamphlets/tatu.htm.

Additional financial aid information and assistance programs are available at the federal and state
levels. For more information or to apply for federal aid, go to www.fafsa.ed.gov. For NYS financial aid
information or to apply, go to www.hesc.org.

MILITARY SAMPLE RESUMES AND RESOURCE LINKS
Now that you have completed the exploration phase of the career transition process, you are ready to
begin the job search. The first step is to ensure that you have the necessary documents to put you on
the road to success: the resume and cover letter. The information contained in these documents
should showcase specific skills and abilities as it relates to the position you are applying for. Further
information on resumes and cover letters are available in the written communication and resume
sections of this publication. Additional web resources are listed below:

. http://www.military.com/Careers/Contentl?file=resume gquide leader.htm&area=Reference
° http://www.militaryhire.com/articleindex.servlet
e www.bestsampleresume.com/military-resumes.html
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Military Resume Example 1

MARK L. WEST

555 CARMINE DRIVE, WESTBURY, NEW YORK 12121 - (999) 555-6789

PROFILE

Top performer with exceptional interpersonal, communication and public relations skills that allow the development of
strong rapport with individuals on all levels. Outstanding record of achievement coupled with the ability to build and
direct a business to profitability through leadership, creativity, effective management and the motivation and
development of staff to maximum potential. Adept at analyzing and resolving problems and developing and instituting
the needed procedures and responses. A consistent high level of performance dealing with people and services
requiring solid management, organizational, time management and negotiating abilities. Results oriented, highly
motivated to succeed. Energetic and assertive, adept at the coordination and implementation of multi-faceted
operational procedures in established operations. A sound professional attitude with pride in personal performance.
Seeking a position that will challenge and use management and sales experience, education and acquired skills to
positively impact company performance and profitability while providing personal and professional growth.

MANAGEMENT / ADMINISTRATION EXPERTISE

Train and evaluate staff, providing appropriate feedback regarding performance and training requirements.
Identify corporate objectives, organize needed resources, direct operational efforts to achieve desired results.
Attend and participate in meetings, seminars and conferences.

Enforce, track and insure compliance with all organization policies and procedures.

Gather and disseminate information for status reports for presentation to management staff.

OPERATIONS / FINANCE EXPERTISE

® Demonstrate effectiveness in problem evaluation coupled with the ability to generate and implement effective solutions.
®  Troubleshoot operational functions to insure productivity and optimize quality.

®  Solid experience in the development and administration of annual budgets, cost containment, purchasing and inventory control.

PUBLIC RELATIONS EXPERTISE

Conceive, develop and execute innovative, targeted media messages, story placement, radio promotion and coordination of special events.

Generate and enact public relations, advertising promotional and special event programs and campaigns to increase public awareness.

Develop and execute prepared and unprepared speeches for various community organizations.

Prepare presentations and represent the organization during speaking engagements at local schools and colleges to promote strong community
relations and represent organization efforts.

®  |nstitute strong networking capabilities to recruit and retain personnel.

®  Coordinate daily with personnel to insure timely application processing.



CAREER HISTORY / ACHIEVEMENTS
UNITED STATES AIR FORCE, Westbury, New York 1981-Present
Air Force Recruiter - Operations Department (10/93-Present)
Air Force Recruiter - Officer Recruiting (2/93-10/93)
Air Force Recruiter - Advertising & Public Relations (2/92 - 2/93)
Air Force Recruiter - Operations Department (7/89 - 2/92)
Non Prior Service Recruiter (3/85 - 7/89)
Medical Service Specialist - NCIOC Recovery Room (10/81 - 3/85)

Air Force Recruiter - Operations Department

Track every aspect of the production of non-prior service, officer, nurse and physician recruiting. Maintain an up-to-date account of all jobs, assignments,
reassignments and dismissals. Run Waiver Program, verify candidates and recommend those qualifying for approval. Evaluate applicants for job placement.
Administer the following programs to stimulate production: Competition Program, Awards Program, Leads Program and the ROTC Scholarship Program.
Coordinate all recruiting activities at the medical processing station. Perform detailed analyses of lead generation, trending, short and long-term programs to
inform recruiters on more effective ways of job performance. Design and execute marketing research to establish job positioning, target markets and
competition. Analyze competition and market trends and institute required changes. Generate and enact creative public relations, advertising, promotional,
special events and presenta-tions to increase public awareness and recruitment.

(] Top Operations NCO for entire north east

(] Top Support NCO for Squadron, four times

(] Top Squadron NCO

[ Commander's Annual Extra Effort Award, three times

(] Took over the entire squadron Officer Training School Recruitment Program servicing five states, during a nonproductive period and successfully
submitted 35 Officer's Training School applications which allowed the squadron to meet its goals. This is normally done over a 12-month period
by several recruiters.

(] Designed squadron regulation for competition to increase production in Fiscal Year 1991 Squadron named "Top in North East, Fiscal Year 1991".

Air Force Recruiter - Advertising & Promotion

Increased community awareness of Air Force opportunities through effective advertising, promotion-al events and public relations. Developed and
implemented marketing programs to increase production. Raised educator confidence in the Air Force as a viable opportunity for all students. Prepared
presentations and represented the Air Force during speaking engagements at local schools and colleges to promote strong community relations. Made
speeches and presentations for various community organizations.

(] Doubled squadron Advertising and Promotions Program in every aspect through advertisements, community events, radio interviews

(] Designed and administered the Advertising and Promotion Plan

Non Prior Service Recruiter

Responsible for local advertising, school programs, career days and lectures, daily telephone prospecting and cold calling. Conducted interviews in offices,
residences and high schools and qualified candidates for the Air Force.

(] Met or exceeded goals four years consecutively. Received numerous monthly and quarterly awards.

(] Named one of top five recruiters in the north east

Medical Service Specialist - NCIOC Recovery Room Directed the daily activities of the Recovery Room, of the Wilfred Hall Medical Center, a 1000 bed
hospital. Supervised, scheduled, trained, evaluated and counseled 16 active duty medical technicians and 2 civilian LPNs. Performed all administrative
functions including supply order, inventory control and updating and maintaining regulation manuals.

(] Most junior NCO put in charge of the Recovery Room of the third largest medical facility in the world

(] Received excellent rating on Inspector General Inspection
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EDUCATION

University of Texas, Westley, Texas
General Studies / Marketing

Craigsville Junior College, Marquette, Georgia
General Studies / Marketing
(Total of 88 Credits)

NCO Academy
Management Theory - Total Quality Management>
Management by Objective - Motivation, Counseling & Communication

SEMINARS / COURSES / WORKSHOPS
Advertising & Promotion - Recruiting School - NCO Leadership School
Supervisor Prep Course - Corpsman School (Basic Nursing, Emergency)

COMPUTER EXPERIENCE
SOFTWARE: Enable - Alice - Windows - E-Mail - Harvard Graphics
HARDWARE: Z-248 - Laserjet - ALPS Printers - Plotter

CERTIFICATIONS
EMT Certified - CPR Certified




Military Resume Example 2

RICHARD ANDERSON
1234, West 67 Street,
Carlisle, MA 01741,
(123)-456 7890.

SUMMARY OF QUALIFICATIONS

A highly organized, take charge professional with more than twenty years of law enforcement and security experience. Strong
problem solving and decision making skills with the ability to develop and implement effective action plans. Demonstrated
experience in the coordination of criminal investigations. Commitment to detail in doing the job right the first time in completing all
projects. Excellent communication and presentation skills. A team leader, providing motivation and training by example. Computer
literate.

AREAS OF STRENGTH
INVESTIGATIONS - LAW ENFORCEMENT - PROJECT MANAGEMENT - TRAINING

e Proven project management experience in the collection, analysis, and presentation of criminal evidence in compliance

with law enforcement protocols.

Solid reporting skills in conducting thorough investigations and maintaining accurate records.

Hands-on experience in all aspects of motor vehicle accident, narcotics, and criminal investigations.

Strong instruction and training skills with individuals at all levels.

Certifications received: Narcotics & Dangerous Drug Law Enforcement Certification; National Crime Information FBI

Certificate; School of Handguns Certificate.

e  Specialized training includes: Drug Enforcement, Narcotic Law Enforcement, and Computer Information Systems -
International Intelligence Information Rating.

e Professional affiliations include: Massachusetts Highway Association, Worcester and Essex County Highway
Associations, Retired Massachusetts State Police Association, and Central Massachusetts Chiefs of Police Association.

LAW ENFORCEMENT EXPERIENCE

WURTSBOROUGH COUNTY SHERI FF doeBer,INH:PLOOR T1DBE N T
Deputy Sheriff
Coordinated all aspects of prisoner security and transportation from security facilities to courthouses, ensuring the safety of
the community and the suspects. Additional responsibilities included serving civil process, evictions, and warrants within the
jurisdiction.

e Recognized for excellence in job performance.

MASSACHUSETTS STATE POLICE - Boston, MA: 1970 - 1990
State Trooper
Conducted interrogations and pre-deposition interviews as part of ongoing criminal investigations. Served as an expert on
narcotics, motor vehicle law enforcement, and accident investigations. Responsible for performing public records research, as
well as coordinating interviews and reconnaissance for drug trafficking criminal investigations with other law enforcement
departments. Trained and supervised new officers.

e As court officer, consistently sought out for clarification on points of law and procedures by district attorneys, defense
attorneys, and judges.

e  Career achievements in law enforcement include commendations from the Commonwealth of Massachusetts, Division of
State Police, as well as numerous citations and awards for service.

11
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EDUCATION

POLICE STANDARDS & TRAINING COUNCIL - Concord, NH
Law Enforcement Program

NORTHEASTERN UNIVERSITY - Framingham, MA
Criminal Justice coursework

MASSACHUSETTS STATE POLICE ACADEMY - Framingham, MA
Law Enforcement Program

MILITARY

UNITED STATES NAVAL RESERVES
Airman, Honorable Discharge



Military Resume Example 3

Jimmy Harrison
56 Yardley Avenue,
Worthington, US A 63977,
888-888-8888
jimmy_harrison@yahoo.com

Objective:

Seeking a challenging position of intelligence analysts where | can make the best use of my abilities and intelligence analysis skills.

Summary of Qualifications:

More than 8 years of intelligence analyst experience.

Superior writing and communication skills.

Knowledge of public policy and current events issues.

Familiar with the All Source Analyst System (ASAS LITE), Joint Intelligence Operations Capability (JIOC-I).
Excellent interpersonal and human relations skills.

Computer Skills:

Microsoft PowerPoint, MS Excel, MS Word, MS Access.

Microsoft trained in installing and configuring windows 2000 servers and printers.
Programming language knowledge such as Pascal, C, C++, J++, HTML, Visual Basic 6.0, etc.
Experienced in the development of web-based applications.

Professional Experience:

Intelligence Analyst (1991-1996)
United States Army, Iraq

Duties:

Reported and discussed the course of action on the chemical, biological, radiological, and nuclear (CBRN) threat to the senior level
executive CBRN.

Worked with CIA, and DIA personnel to gain knowledge on various chemicals used by insurgents in manufacturing home-made
chemical weapons.

Operated the Global Broadcast Service (GBS) providing support of the Unmanned Ariel vehicle (UAV) feeds and tactical imagery.
Participated with FBI investigating corrupt individuals within in the Iragi government and police organizations by producing target
packages, map products, timelines, and data-mining.

Generated final reports for investigative purposes.

Maintained systematic, cross-reference intelligence records and files.

Intelligence Analyst (1987-1991)
Northrop Grumman, Inc., Fair Lakes, VA

Duties:

Prepared all-source intelligence products to support the combat commander.

Provided support to the ISR (Intelligence, Surveillance, and Reconnaissance) synchronization process.

Provided computer modeling and analysis support for NBC Defense studies.

Designed and implemented new pre and post processor tools for U.S. army combat model.

Provided all source analysis and reporting, supporting Operation Deliberate Forge, Libyan Freedom of Navigation.
Received and processed incoming reports and messages.

Educational Qualification:

MS of Intelligence Analysis, Michigan State University, (1986)
BA in International Relations, Michigan State University, (1984)

13



JOB SEARCH RESOURCES

WAYS TO LOOK FOR EMPLOYMENT

Looking for a job can be very demanding and time consuming. Many seekers liken the process to being
a full-time job in itself.

There are four general strategies that are used to find a job:
1. Explore the Internet and respond to classified ads.

2. Placement by search firms, employment agencies, or headhunters. Register with public
and several employment agencies. There is no fee required to register with a public
agency. There may be a fee required with a private agency - read the contract carefully
before signing.

Direct contact attending job fairs and college placement agencies.

4. Personal contact or networking. Tell your friends and relatives about the kind of job you want
and the preparation you are making. Remind them from time to time that you are still looking.

Each of these strategies has their advantages and disadvantages. While a diligent job seeker should

employ all of these methods in order to be successful, networking should be at the center of your search
efforts. A |l ot of information is obtained through
such as retirements, transfers, and promotions. Make use of your personal contacts as they may be

able to provide you with leads that can aid you in your search efforts.

—_

Enlist the aid of the Career and Transfer Center and faculty members. Check with the Career
and Transfer Center about employers coming to campus to interview and the Job Fair.

-

Follow-up on your contacts with your former part-time and full-time employers. Tell them about
your career plans.

I Make a list of prospective employers by referring to the classified section (Yellow Pages) of the
telephone directory.

-

Consult the Career and Transfer Center or Library concerning literature on job-hunting skills.

-

Attend seminars conducted by the Career and Transfer Center on resume writing, cover letter,
credential file, interviewing skills, and the job search process.

Government Civil Service
Contact personnel office of city, county and state governments. They can provide information about
types of jobs offered, qualifications required and examinations necessary for a Civil Service position.

New York State Civil Service

Genesee County Orleans County
New York State NYS Department of Labor
Division of Employment Services 458 West Avenue
587 East Main St, Suite 100 Albion, NY 14411
Batavia, NY 14020 (585) 589-5335

(585) 344-2042 ext-251
Wyoming County

Livingston County NYS Department of Labor
NYS Department of Labor 448 North Main Street
One Megan Drive Warsaw, NY 14569
Geneseo, NY 14454 (585) 786-3145

(585) 243-1427 .
14 or visit Www.cs.state.ny.us


http://www.cs.state.ny.us/

County Civil Service

Genesee County
Genesee County Personnel Office
Main & Court Streets
County Building #1
Batavia, NY 14020
(585) 344-2550
WWW.CO.genesee.ny.us

Livingston County
Livingston County Personnel Office
Livingston County Government Ctr
6 Court StreetT Room 206
Geneseo, NY 14454-1043

Orleans County
Orleans County Civil Service
Administration Building
14016 Route 31, West
Albion, NY 14411
(585) 589-3186
www.orleansny.com

Wyoming County

Civil Service & Personnel Department
143 N. Main Street

Warsaw, NY 14569

(585) 786-8830

(585) 243-7570 WWW.Wyomingco.com
www.co.livingston.state.ny.us

Federal Civil Service

Write to the following address:
Federal Job Information Center
James M. Hanley Federal Building
100 South Clinton Street, Room 841
Syracuse, NY 13260
(315) 423-5660

Career and Transfer Center
The following books are available in the Library to research various employers and to assist with
the job search process. One of the most important steps before a job interview is to investigate
the employer.
+ The 100 Best Companies for Gay Men and Leshians
100 Best Non-Profits to Work For
Behavior Based Interviewing
50 Best Recession-Proof Jobs
Dressing Smart for Men
Dressing Smart for Women
Dynamic Salary Negotiations
Federal Resume Guidebook
Job Search for College Students
Greater Rochester Chamber of Commerce Directory
Greener Pastures-How to Find a Job in Another Place
Guide to Internet Job Searching
Hoover 6s Handbook of Emerging Compani es
Hooverds Master Lipaiesof Major U.S. Com
How to Get a Job with a Cruise Line
How to Get a Job with the U.S. Postal Service
Human Services Directories:
- Community Services Directory for Genesee County
- Human Services Directory - Rochester and Monroe County
- Livingston County Directory of Community Services
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Wyoming County Information and Referral - Directory of Community Services
Job Search 101

Knock O6Em Dead

National Job Hotline Directory

Red, White, and Blue Jobs-Finding a Great Job in the Federal Government
Resumes for the 50+ Job Hunter

State Police Careers Employment Guide

Summer Jobs in the USA

Ten Steps to a Federal Job

World Chamber of Commerce Directory 1997

Occupational Outlook Handbook 2009/2010

L JER JEE JEE JEE R JNE R JER SR R 4

Other Resources
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Internet/web sites

Newspaper want ads, the business and local news sections

Professional journals and trade magazines

Professional associations

Chamber of Commerce

Industrial and craft unions

Employment by Major Report (available in the Career and Transfer Center) - lists by major
employers who have contacted the Career and Transfer Center to register employment
opportunities.

Virtual Job Fairs

Job Fairs

Relocating to a New Community

Subscribe to the local newspaper - check the want ads and the business section.

Obtain telephone book and check the Yellow Pages.

Contact the local Chamber of Commerce for assistance, an industrial directory, and a map of
the area.

Visit the Internet.

Remember that the majority of fpopenings are not advertised.

Your own research is to be preferredbove all resources. B creative in your job search.

It will take time and energy but will pay off in the end.



SIZING UP AN EMPLOYER

I'tdés important to know about yoursel f. It ds |
career opportunities for someone with your interests, academic training, and other qualifications. This is
true for two reasons.

First, learning about a company or other organization in advance can be a key to a successful
interview. If you do not know the basic facts about an employer, much interview time might be taken up
asking questions that could have been easily answered in advance. This means there will be less time for
the interviewer to ask questions and get to know you.

Not only that, but failure to do your homework before an interviewd to read as much as you can about the
company or organizationd can quickly turn off recruiters. They may wonder about the interest of a student
who did not bother to learn even the most basic information.

The second important reason for sizing up potential employers is that the decision you make
regarding your first job may well affect the rest of your careerd and life. A good choice might play
an important role in leading to professional success and personal happiness. A bad choice can have the
opposite results.

Following is a list of some of the key facts you should learn about any company or organization in
which youdére interested. There probably wil
you, but this list can serve as a starter in sizing up an employer.

1. How large is the organization?
While this is important, do not let mere size scare you. Some people might be afraid of
getting lost in a big setting, but those with real ability usually will be recognized in any
organization, no matter what its size. Furthermore, small organizations become bigger and
large ones become bigger still. The important thing is that an employer considers each
employee as an important individual, no matter how large the organization may grow.

How long has the firm been in business?
What are its products and/or services?
Does it have a good reputation?

Does it have regional or branch locations that could offer you geographical
preference?
While where you live is important, it may become less important in the future. If your work
and the non-job environment are satisfying, almost any location can be a good place to live.

. What is the employerds management organi
Does it offer opportunity to grow and advance or does it seem likely you might wind up in a
dead-end job?

. What kind of future seems to be in store for the organization?
Is the outlook good for growth? Your starting salary may seemall-i mpor t ant no
what comes later that really counts.

Does the employer have good fAcharactero?
People make an organization what it is. Pick a group of people you can be proud to call your
associates; a group that is dynamic, responsive, and responsible. This is probably the most
important single item to evaluate.

Copyright CPC Annual. Reprinted with permission.
17

ust




WRITTEN COMMUNICATION

Ability to communicate can be a deciding factor in determining whether a graduate is given an opportunity
t o pr ove ofessionally.sTherefore,gettens can be one of the

most important aspects of the job campaign. A letter is frequently a

c andi dfisst coritaxt with the employer and thus becomes the

basis for the employer 6s f iAdesguatei f the
attention should be given to these letters so that initial impressions

are favorable. A successful letter is one which interests the potential k

employer enough to send the candidate an application form or which

encourages the employer in some other way to consider the

candidate for employment. There are several types of letters written

in the job campaign, some of which are discussed below.

COVER LETTER

The purpose of a cover letter is to convince a prospective employer that the writer should be granted a
personal interview. The letter should summarize the most important facts about the applicant, and a
resume should be enclosed to supply the rest of the details. The cover letter should not repeat a lot of
the same information included on the resume.

1 Type each letter individually.

7 Address each employer by name and title.

1 Open your letter with a strong attention-getting sentence.

1 Devote the center of your letter to brief facts about your experience and accomplishments.
7 Appeal in your letter to the self-interest of the person to whom you are writing.

J  Include a challenging thought that will cause the employer to feel that discussion with you
would be worthwhile.

1 Where possible, bid directly for an interview.
1 Keep your letter short to hold interest.

1 If you are sending a cover letter in response to a newspaper ad, relate your qualifications to
those mentioned in the ad.

7 Always send a cover letter with your resume.

1 Always keep a copy of each letter for yourself.

18



COVer Letter Format

Your Present Address
City, State Zip Code
Date

Name

Title

Name of Organization
Street Address

City, State Zip Code
DearName: [I f you do not have the personbés name, you mi
Personnel Ma orgagizatory i De atby ( Name of dpregamt ztaitv @d.

1% Paragraph - Purpose of the letter.

Inform the employer why you are writing; name the position, field or general vocational area about which
you are inquiring. Mention if you are writing in response to an advertisement or how you heard of the
opening or organization.

2" paragraph - Highlight your qualifications.

Mention one or two qualifications you think would be of greatest interest to the employer, slanting your
remarkstotheemp | oyer 6s point of view. Tell why you are p
or type of work. Relate your qualifications to the advertisement and also mention if you have had related
experience or specialized training. Remember to avoid overuse of the word fi.l 0

3" Paragraph - Ask for an interview.

Refer the employer to the enclosed resume, application or the fact that you have a portfolio available for
review. Close by making a specific request for an interview, and tell the employer you will telephone in the
near future to see if an interview can be arranged. Make sure your closing is not vague but that it makes a
specific action from the reader likely.

Sincerely,

Signature
Type Your Name

Enclosure
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Cover Letter Example 1:

Reply To A Job Advertisement

7217 State Route 52
Maple City, NY 67890
April 14, 2009

Mr. Benjamin Baldwin, RRT
Chief Respiratory Therapist
County General Hospital
515 Hastings Avenue
Valley View, NY 68547

Dear Mr. Baldwin:

In response to your April 12, 2009, job announcement to the Respiratory Care Program at Genesee
Community College, | am writing to express an interest in a Respiratory Therapist position at your
institution. | am currently enrolled in the Respiratory Care Program at Genesee Community College and
will be graduating in May 2009.

As a student, | have received excellent grades in all of my Respiratory Care courses. As my resume
indicates, my overall Grade Point Average (GPA) is presently 3.75. Through my clinical performance |
have demonstrated critical thinking skills and decision making abilities as well as initiative and
professionalism. If given the opportunity, | would make a positive contribution to your organization.
Additionally, a few of my strengths include my ability to organize, prioritize and handle multiple tasks
simultaneously. | enjoy working with others and would welcome the opportunity to be a part of the
Respiratory Care team at your facility.

| have enclosed a copy of my resume for your review. If you have any other questions or require
additional information, | would be happy to discuss my qualifications with you in a personal interview at
your convenience. | can be contacted Friday evenings through Sunday afternoons at (000) 555 i 1234.
Monday through Thursday evenings you can contact me at (013) 5551 5678.

Thank you for your consideration.

Sincerely,

Roberta Moore

Enclosure
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Cover Letter Example 2:

Reply To A Job Advertisement

93 Rose Lane
Anytown, NY 54321
May 3, 2009

Ms. Karen Watson

Office Manager

Office of Undergraduate Admissions
Anytown University

462 Campus Drive

Anytown, NY 54321

Dear Ms. Watson:

This letter is to express an interest in the recently advertised position for an Office Clerk available in the
Admissions Office at Anytown University. | have all of the necessary qualifications you are seeking.

In my most recent position as a Crew Leader for the United States Census, | was responsible for keeping
very accurate records and ensuring the work of my crew was complete and thorough. The position
required me to be organized and efficient and process information in a timely manner. My previous
employment was as an Employment Specialist with the New York State Department of Labor. In this job |
processed mail, filed, and answered the telephone on a daily basis. | was often required to diffuse and
solve problems over the telephone. | consider myself to be a highly organized individual and a quick
learner. My experience makes me an excellent candidate to assist you with your office needs.

Enclosed is a copy of my resume. | will look forward to hearing from you about an interview.

Sincerely,

Michelle Brown

Enclosure
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Cover Letter Example 3:

Reply To A Job Advertisement From A Web Page

613 Hickory Lane
Small Town, NY 12345
May 10, 2009

Ms. Lisa Butler

Human Resource Specialist
Florida Health Care System
6014 Sunshine Street
Orlando, FL 32803

Dear Ms. Butler:

This letter is to express an interest in the Physical Therapist Assistant position available with the Florida

Heal th Care System. I l earned of the vacancy throug
student in the Physical Therapist Assistant Program at Genesee Community College in Batavia, New

York. My skills and abilities would be a valuable asset to your facility.

My varied clinical experiences, including my experience at our regional trauma hospital, and current grade
point average of 3.94 are just two of my qualifications for this position. Perhaps my greatest attribute is
my commitment to this profession. This commitment has not only led to academic excellence but, more
importantly, a desire to apply and expand my knowledge base. Moreover, it has fostered professional
growth with regards to clinical decision making ability, patient care skills, and interdisciplinary teamwork.
My professional qualifications and personal character would be beneficial to your facility. If given the
opportunity, | believe | would meet and exceed your expectations.

Enclosed is a copy of my resume and application form for your review. | would be happy to discuss my
gualifications and experience with you. | may be reached at the address or telephone number listed on
my resume. Thank you for your consideration.

Sincerely,

Lisa Butler

Enclosure
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Cover Letter Example 4:

Reply To A Job Announcement With Current Employer

110 Shady Lane
Kingsville, NY 14356
May 3, 2009

Mr. Mark Jefferson
Director of Human Resources
Genesee Community College
One College Road
Batavia, NY 14020

Dear Mr. Jefferson:

| am interested in applying for the position of Technical Specialist/Records Coordinator as announced in a
recent staff memo. As you will see from my resume, | have had several years of work experience in
higher education in various capacities. | have been involved in daily operations of college departments
and have had extensive experience in dealing with students, faculty and administrators. Through my
education and experiences as a student and a professional staff member, | have developed excellent
communication and human relations skills.

In my current position | am accountable for a variety of tasks, which has challenged my ability to handle
multiple responsibilities with little or no supervision. | feel that this challenge has helped me to develop
exceptional organizational and time management skills.

In addition, | have become responsible for much of the database training within my department. | am
involved with testing pending upgrades to the system and work with computer services to resolve
problems as they arise. | was fortunate to be involved in a recent in-depth training on the Student module
of our database system. During this training | received a general overview of Records screens including
validation tables, rules and queries.

| would be happy to discuss my qualifications in more detail and can arrange an interview at your earliest

convenience. | look forward to meeting with the Search Committee and can be reached at (585) 000-
0000, ext. 000. Thank you in advance for your time and consideration.

Sincerely,

Cathy Lake

Enclosure
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Cover Letter Example 5:
Reply To A Job Announcement From A Referral

5962 West Lake Road
Washington City, NY 01345
May 3, 2009

Ms. Charlotte Owens

Regional Manager

Genesee Region Independent Living Center
43 Main Street

Washington City, NY 01345

Dear Ms. Owens:

| am currently a student at Genesee Community College, and | am very close to receiving my A.A.S.
degree in Human Services. This letter is to express an interest in the Independent Living Skill Instructor
position your agency has available. A former staff member of your agency mentioned the position to me.

Based on my qualifications, | believe | would be an asset to you and your consumers. My work
experience includes employment at the Independent Living Center of De Paul as a Peer Specialist. | have
worked with many disabilities and advocated for clients so that they could receive housing and social
security benefits. | have excellent communication skills and love a challenge. Because of my commitment
to helping others, | am interested in working with people who need assistance with independent living
skills.

My resume is enclosed, and | also have a portfolio available for review. An opportunity to set up an
interview to speak with you about the Independent Living Instructor position would be welcome. If you are
looking for a dedicated, enthusiastic instructor, | am the human service worker you are seeking. | will
telephone you in the near future to see if an interview can be arranged.

Sincerely,

Amy Johnson

Enclosure
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Cover Letter Example 6:

Reply To A Job Announcement For A Career Change

4 Green Terrace
Rochester, NY 14608
April 4, 2009

Kathleen Owens, PT
Chief of Physical Therapy
Strong Memorial Hospital
601 Elmwood Avenue

PT Department, Box 664
Rochester, NY 14642

Dear Ms. Owens,

You might recall that | sent you an email thanking you and the Strong PT staff for the excellent learning
experience you provided during my recent (January) clinical internship. My clinical instructor, Ryan Snell,
and others on your PT staff encouraged me to contact you regarding a position at Strong. | will be
completing my PTA education in June of 2009. While | understand that your department may not currently
have any openings, please keep me in mind for future opportunities that may arise.

As my enclosed resume indicates, becoming a Physical Therapist Assistant is a career change for me. |
spent most of my Kodak years as an in-house statistical consultant. In that role, | constantly met new
clients, gained their trust, listened to their goals and challenges, and drew on my expertise to help solve
their problems. While | enjoyed success, my decision to become a PTA stems from my desire for even
greater personal fulfillment by directly helping others to improve their health status. My experience
working with people, creativity in problem solving, and other transferable skills that will assure my success
as a PTA are highlighted in my resume.

Working in acute care at Strong confirmed my desire to work in physical therapy. For example, | will never
forget the day when a particularly challenging patient walked four times further than she had previously,
and told me it was largely because of the way | talked to her and supported her. That moment, and others
like it, showed me that my talents and my goals are a good fit for a setting like Strong acute care.

| would welcome any opportunity to meet with you and discuss my qualifications further, either in relation
to a specific opening or for general consideration. Please feel free to contact me by phone (000-0000) or
email (mdupin@sample.net) to arrange a meeting at your convenience.

Sincerely,

Mike Dupin

Enclosure
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Cover Letter Example 7:

Unsolicited Job Application

6095 Howard Road
Hampton, NY 13212
May 3, 2009

Ms. Karen Wicke

Nurse Recruiter

Hampton General Hospital
359 Ocean Blvd.
Hampton, NY 13212

Dear Ms. Wicke:

Indicative of my interest in a position as a Registered Nurse at your hospital, | am enclosing my resume for
your review. | am extremely interested in a position with your hospital after completion of my training at
Genesee Community College. | would prove to be a definite asset to your hospital staff.

In addition to my enrollment in the excellent training program at Genesee Community College, my
background includes supervisory experience, extensive contact with the public, and sales and record
keeping experience. | also have considerable computer experience. Further, my accomplishments
include developing and conducting Leadership Workshops throughout the area and receiving the Charles
Neth Nursing Scholarship for excellence in the Registered Nurse program.

Although | have acquired experience through my training in numerous contexts, i.e.: obstetrics, nursery,
emergency room, | have not developed a preference for any specialty; | have thoroughly enjoyed my
involvement in every setting. | enjoy very much helping and caring for people and am very dedicated to
this field. | comfortably apply critical thinking to situations at hand and formulate plans of action with ease,
with effective follow-up to achieve satisfactory resolution. Others comment on my caring nature and
reliability.

Again, | wish to emphasize my interest in a position as a Registered Nurse at your hospital. My
background speaks for itself in terms of my training, experience and accomplishments. | would be
delighted to discuss my qualifications with you in an interview. Please feel free to call me at 000-555-
1428.

Thank you for your consideration.

Sincerely,

David H. Mitchell

Enclosure
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Cover Letter Example 8:
Cooperative Education Position

456 Ocean Avenue
Howard, New York 16527
June 2, 2009

Ms. Janet Williams
Director of Personnel
Holiday Inn of America
Maple Ridge Circle
Howard, New York 16527

Dear Ms. Williams:

| am presently a student at Genesee Community College majoring in Hospitality Management. | am
interested in participating in the Ccthedummgee Aposidooper 3
with your hotel as a front desk clerk would be ideal.

This semester | completed a course in Front Office Operations, and | am eager to apply my classroom

knowledge. The attributes | could bring to the position include the ability to learn quickly, work well under

pressure, and excellent work habits. My present job as a receptionist has given me the opportunity to

interact with the public both in person and on the telephone.

A copy of my resume is enclosed. | will call you next week to arrange an interview at your convenience.

Sincerely,

Elizabeth Cooper

Enclosure
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THANK YOU LETTER TO JOB INTERVIEWER

Another essential letter in the job search is the thank you to the interviewer for his/her time and courtesy.
If the job is of interest to the applicant, the thank you letter provides another excellent opportunity to
display communication and letter-writing abilities. Even if the position is not of interest, it is both prudent
and polite to write such a note.

c /s
/

/ Writerds Checkl i st
\ Type the letter.

Address letter to interviewer.

L

L

L

\ Mention the date or day of the interview.

1 Refer to the specific job discussed.

7 Indicate whether you are still interested in being
employed.

7 If you do want the position, mention at least one
job-related qualification.

7 If you do not want the job, be careful to leave the
door open for future possibilities.

J Thank the interviewer for his/her time and interest.
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Thank You Letter Example 1:
For A Job Interview You Are Still Interested In

Street Address
City, State ZIP Code
Date

Name of Person Who Interviewed You
Title

Company

Company Address

City, State ZIP Code

Dear (Mr., Mrs., Ms.) Name:

Thank you for interviewing me today concerning the secretarial vacancy in your
department/company.

This position offers me an opportunity to use the skills | have learned at college and through my past work
experience. | particularly like (name something here: specific job responsibilities, friendly people,
challenges provided, work atmosphere, etc.).

Although my previous work experience has been somewhat limited, | am confident | would be an asset to
your firm. | am very interested in (Name of Company) and hope you will consider me for this secretarial
position.

Sincerely yours,

Your name
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Thank You Letter Example 2:
For A Job Interview You Are Still Interested In

5041 River Road
Thomasville, NY 18761
July 28, 2009

Ms. Susan Arnold, President

Design Graphics, Inc.

Street Address

New York, NY 10001

Dear Ms. Arnold:

| appreciated the opportunity to speak with you on July 26, 2008. | want you to know | am interested in the
position of lllustrator which we discussed. My experience on the college newspaper has provided me with
the necessary qualifications for the position.

If I can provide you with any additional information, please let me know. | look forward to hearing from you
soon.

Sincerely,

Larry Hayden
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Thank You Letter Example 3:
For A Job Which You Are Not Qualified

14 Stanford Court
Palo Alto, CA 98716
July 28, 2009

Tushiro Akari, President
Celestial Graphics, Inc.
743 Mountain View Drive
Carmel, CA 94341

Dear Mr. Akari:

| greatly enjoyed our discussion today regarding your current openings. Although we agreed that my
qualifications are not in line with your needs at this time, | wanted you to know that | am extremely
impressed by the quality of work being done by Celestial Graphics. Consequently, | do hope you will keep
me in mind in the event a more suitable opening should occur.

If you should hear of others in need of talents like mine, | will greatly appreciate your action to call my
resume to their attention.

Again, my warm thoughts for your consideration today. | do hope we will have the opportunity to meet
again.

Sincerely yours,

Michael Watson

TakenfromWh 0 6 s Hi rby Richard\lathrop, p. 189.
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THANK YOU LETTER TO EMPLOYMENT REFERENCES

A small but important courtesy during a job campaign is the thank you letter to anyone who has
given you a reference. The letter should never be neglected in the rush of other details.

Wr i t EhedkEst . ..

J Type letter.

71 Express appreciation for the reference.
7 Tell the result of the job hunt.

J Mention the favorable effect of the reference if known.

The letters in
this booklet are to be
used only as a guide.

In many cases, a similar format
can be used but different
wording would be beneficial.
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Thank You Letter Example 4:
To An Employment Reference For A Position That Was Obtained

368 Fairlawn Avenue
Danton, NY 12034
July 28, 2009

Ms. Mary Henry

Director of Human Resources
Henry Publishers

Three Henry Drive

Danton, NY 12034

Dear Ms. Henry:

Your letter of reference to Mr. Jackson on my behalf must have been outstanding. He told me that he
wished every prospective employee could come so warmly recommended.

Needless to say, the job is mine, and | am very happy. | am to begin work next Monday.
Thank you for all of your assistance.

Sincerely,

Christopher Fisher
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Thank You Letter Example 5:
To An Employment Reference For A Position That Was Declined

240 Walker Lane
Clinton, OH 34061
July 28, 2009

Mr. Richard Bender
Bender Law Firm
485 Clifton Street
Clinton, OH 34061

Dear Mr. Bender:

Recently you were kind enough to let me use your name as a reference when | applied to the Hudson
Company for a secretarial position. | am confident that your recommendation influenced their decision to
offer me the job.

Although | know the firm is a fine one, | decided not to join them at this time because the only opening was
in their Human Resource Office. | prefer to wait until | can locate a position in a legal office, either with
Hudson or another company.

Thank you very much for your help. | hope | may continue to use your name as a reference in my job
search.

Sincerely,

Sharon Hodge
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FOLLOW UP LETTERS
Letter Following Up An Application

During the job search, it is often necessary to make the rounds of personnel offices a
second or third time. This can best be done by a second letter. Telephone calls or
personal visits are not always convenient for the receptionist or interviewer; however,
letters can be unobtrusive but persuasive reminders.

Wr i t EhedkBst . ..

Type letter.

Address employer by name and title.

Mention the date of the first letter or interview.
Specify the job sought.

Restate your qualifications.

Enclose another copy of the resume.

[ e .

Make it easy for the interviewer to call or write in reply.

Letters Accepting or Declining a Position
Writerds Checkl i st

7 Type letter.

71 Express pleasure and appreciation.

71 Mention the specific position.

71 Repeat the date, place, and time for reporting to work.

71 Mention future plans.
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Follow Up Letter Example 1:
After Application Has Been Submitted

7261 Gibson Lane
Los Angeles, CA 92382
July 28, 2009

Mr. Robert Wolfson
Wolfson Associates
1357 Gaylord Avenue
Los Angeles, CA 92382
Dear Mr. Wolfson:

On July 12 | wrote to you about the possibility of employment as an administrative assistant with your firm
after my June graduation from Community University.

| realize that you probably receive many such letters from students, but | am hopeful that my office
technology major and my experience as a Womanpower employee for the past two summers may put my
application in the Ato be interviewedo pile. I

Thank you for considering my inquiry.

Sincerely,

Lynn Van Buren

Enclosure
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Follow Up Letter Example 2:
After Interview

5168 State Road
Lincoln, NY 13604
July 3, 2009

Ms. Carol Smith
Lincoln Company

197 Manhattan Avenue
Lincoln, NY 13604
Dear Ms. Smith:

On June 30 you interviewed me in connection with your Times advertisement for an administrative
assistant. | was then, and still am, very much interested in the Sales Department job we discussed.

You mentioned that you would be interviewing other applicants and that the position would not be open
until July 14. In the meantime, however, | do want you to know that | am still interested in being
considered for the job.

| am enclosing another copy of my resume for your convenience.

Sincerely,

Terry Becker

Enc.
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Follow Up Letter Example 3:
Accepting A Position

5168 State Road
Lincoln, NY 13604
July 28, 2009

Ms. Carol Smith
Lincoln Company

197 Manhattan Avenue
Lincoln, NY 13604
Dear Ms. Smith:

You can imagine my pleasure on reading that the administrative assistant position in your Sales
Department is mine. It was worth the wait.

As arranged, | will report for work to the Training Department on the fifth floor on Monday morning,
August 7, at 9 a.m.

Thank you for offering me this exciting opportunity.

Sincerely yours,

Lisa Perry
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Follow Up Letter Example 4:
Declining A Position

42 Washington Boulevard
Madison, NJ 34601
July 28, 2009

Mr. Donald Havrilla
Hudson Company
8130 Lincoln Road
Madison, NJ 34601
Dear Mr. Havrilla:

I very much appreciate your offering me the office manager posit i on i n Hudsonoés
Department.

I have thought over all that you told me about the opening. The job certainly sounds both pleasant and
challenging; however, my real interest lies in legal work where | feel | can make a greater contribution.

Although | do not think the opening in Human Resources is the job for me, | am still very much interested
in working for Hudson. If an opening occurs in the Legal Department, | would be happy to be considered
as a candidate.

Thank you once again for considering me.

Sincerely yours,

Lee Schultz
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THE RESUME

The terrifying reality regarding your resume is that for all the many hours you put into fine-tuning,
youbdbve got 30 secondsmaykelessa¥oarreaume shoojo beedesgyied to give
me a glimpse and a hook.

The First Pass: A Glimpse and a Hook
A resume wi | | never define who you are. Itds not
picture, and if youbre struggling to include eve
time. The glimpse is a view into the most recent years of your professional career. It should
convey your three most important accomplishments and it should give me a good idea where your
technical skills lie.

The hook is more important. The hook will leave me with a question. Maybe it s s omet hi ng f
your other interests section.How about an objective so outlandi sl

phone screen. Il 6m not suggesting that you make a
a way that | 6m goi ngishobastatemeatwffaets. .| t & sr @eas Wdme | ar at i
intent.

HY A RESUME?

Its purpose is to organize the relevant facts about you such as:
what you can do

what you have done

who you are

what kind of job you would like

ANALYSIS OF PERTINENT DATA

+ What kind of job am | seeking?

e What kind of firm will have my kind of job?

e Which part of my training and experience relates to the job | am seeking? Which part, if any,
shall I minimize?

« Which of the details in my self-analysis will be included in the final resume?

* Will these details help me get an interview for the kind of organization or industry | prefer?

e How shall | arrange these details? Will education precede work experience? Which part of my
experience or background should be emphasized for a specific employer?

e What affiliation with professional organizations, military experience, etc. should be included?

ORGANIZATION OF DATA

There is no one best organizing principle for a resume. Nevertheless, all good ones will highlight the
important points around a specific job objective. In most cases, your goal (the job, that is) will help
you determine the most suitable methodd whether to build around your:

- professional training

- previous work experience

- specific skills

- fields of work for which you believe you are best suited

<<<<



LET6S BREAK DOWN Y

Within the first 10-20 seconds your prospective employer has made a first pass of your
resume and has already formed an opinion of you based on the following:

Your Name
l'tdéds si mplyou®DoWhetmeomw | do or not, 1 6dm gdling to
should. You should have a professional looking e-mail address that reflects your name
(ie: )mmcgowan@genesee.edu); you must avoid unprofessional e-mail addresses
(ie: sexysoccermom@yahoo.com, 1c3m4n@abc.net). Take down your weblogs, MySpace.com,
Facebook.com or any other internet presence that contains anything that you do not want your
future employer to know about.

Company Names
Do | recognize any companies that you worikked at ?
assume that i1if | recogni ze Itfhel cdarpdmpaiy|deantorh en t |
keywords in the description to get a rough idea.

Job Description and History
Here | 6m | ooki ng f o Howhmiary jolosthave yauinhdd and fa how rig® How .
|l ong have you been in your c urThiseiswherletartdodking\fbre r e 6 d
inconsistencies and warning flags. If you are just starting in the industry, previous experience
maybe limited (Wal-Mart, Tops, etc.). Do not discount this work experience. It shows dedication
and fAwor k ehadanyleadership of assyjgoed areas of increased responsibilities, make
sure to emphasize that in the description.

Other Interests and Extracurriculars
Yeah, this is part of the firstpass. | 6 m eagerly |l ooking to find somet
from the last 50 resumes | looked at. More on this in a moment.

Before we t o t he sectheaphrtsphysosu r |reet sbusmet

at and never will.

moyVv e

Professional objective
This is likely your lead paragraph and | skippedit. It ot because there isnbét
itdos the time i ssue. See, i, ifmegne someonmedasalmady i s si t t |
mapped you to an open job in my group. Reading your objective is going to tell me something |
already know. Thisdoesn 6t mean you shouldnét include this o
bel ow, thereds more to the process than just me I
looking for different content. The objective should be a very short phrase. Its purpose is not for
the decision maker but for the secretary or assistant that maybe tasked with sorting and distributing
resumes for the people who review them.

Skills

I skip the skills section not only becluabe t hi s |
because this section is full of mi sinformati on. I
section, but | know t hat i f a candidate has hear

chance t hey 06 rfamiliagitg with Ignux as a gkilldn their resume. Besides, again, | know
youdve goofed around with Linux because yolu said
would include this section as an inventory of technical skills that are relevant to the position that

you are applying for. These can be skills that you have learned in college, a previous job or that

you taught yourself. Many companies scan the cover letters and resumes and then run them

through an optical character recognition process that loads the text of your resume into a

database.
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Summary of Qualifications

Similar to Skills, this is another skip section |
resume: fAProven success in | eading technical rol
nothi ng. Yes, I know youb6re trying to tell me t hat
to convince me that youdre strategic in a resume.
from an interview. Unlike Skills, which | find to be a total waste of time, | will go back to Summary of

Qualifications i f we end up talking. When you wr|
measurable results under tight schedtwohtheplione I am
and i f youri nasntsawnetr ainsdn 6itnsi ghtful , 16l know your
buzzword compliant and dondét actually define youl

THE SECOND PASS

I f | candét decide whether to schedule a phohe sci
now i s, i Ok , I saw somet hing | l i ked in the firsH

In-depth Job History

|l 6m going to actually read the job history for I
or three. Whatfl émhdogngut my ment al pwanngre of
flags:

A Do your responsibilities match your title?

A How long were you at your most recent job?

A If it was a long time, can | get a sense of how you grew?
A Ifit was short, can | figure out why you left?

A Do your last two jobs build on each other?

A

Can | get a sense of where youdre headed o
e g
l'/ YOUR JOB HISTORY 1 YOUR PROFESSIONAL EX PERIENCE i IS THE HEART \
i OF YOUR RESUME. I
. This is where | spend my time vetting you and this is where you should spend your time making I
! sure | dm going to get the mostl wbmpl gbedpecynpiag
! my team. i
I .
i For an entry-level job for a recent graduate, the education/school section is more important. It !
\ should be at the top of the resume. If you had an internship experience that demonstrates your !
‘«Skills, include that here. /
—— e e e e e e e e e e e e e ke — o — — — - — -
School
Yeah, this is the first time | 611 notice whether

| 6ve foundfoweriywgatsead a name brand university
|l ot to be said for a candidate who gets accepted
made just as many bad hires from these colleges as great ones. List your degree/major and if your

GPA in your degree/major courses is impressive, you should list it separately.

SECOND PASS CONCLUSION

Ok, so that second pass took another 15to 30 seconds,and wed6ére done. Youbve |
opportunity to change your life by potentially bringing you in for an interview and that chance is
over. Nextt What 6s unfair about what just happened is t

resume. You sent it to close friends for review and you edited it. You agonized over the different

sections and you stressed about the tone, and here | am, the hiring manager, and | read 1/10th of

your workin 30 seconds. Don6t despair. There are some easy th
chances.

TakenfromTech Life: Youobs Rand:oWith 8ohmehts bydames Bucki, Sr., Genesee Community College
Director of Academic Computer Technology Programs.
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Do 6 S monnd@IPIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII

Design your resume to downgrade. Your resume needs to withstand some formatting abuse. Go get
your resume right now and convert it to plain text.

Can you still see the different sections?

Is your job history still cleanly formatted?

Can you still see the different jobs as well as the start and stop dates?

Screw around with the margins, t oo ernWbeafteeeveayr e y 01
line because that means visual chaos if a well-intentioned recruiter starts messing with fonts.

<<<<

Cover letter. Always include a cover letter as a matter of professionalism. Make it short and to the point.
Recr ui t elways pass thént on so make sure the key points of your cover letter are living in your
career objective and your job history. If a secretary or administrative assistant was told to remove the

cover letters, your resume should be able to stand on its own. Rememberthe purpose of the cover letter is to
get the decision maker to turn the page and read the resume.

Embrace honest buzzword compliance. Re member , 1 6 m not the only who i s
I 6m | i kely the most qual idaifiefad myjab, bot adfoee yaur resarie betswoh e t h e r
me, it& going to be passed through a couple of different recruiters and these folks are just as busy as |

am.

The lifeblood of the recruiter is the keyword. Java, C++, Objective-C. The more specific relevant keywords

and buzzwords you can shove into your resume, the mc
As | said above, | skip the Skills section because most folks already know that recruiters are just searching

for specific words whent hey ér e sourcing candidates, so they shov
resume. Know this, if you claim to have a strongJavabac k gr ound in your resume, [
compelled to figure out how strong your skills actuallyare. Don 6t i n kelyword er buzawgrd that

you arendot comfortable talking about at | ength.

This section highlights a mistake that many entry-level applicants make. Nothing is more disappointing for

a person conducting an interview than to have a resume that builds anexpect at i on i n t he i nt e
mind only to find out the applicant does not have the skills at the level that was described in the resume.

Be honest, but do not inflate your skills to the level that you do not possess.

Differenti at eY o uwdridgpoihg aksaartadgveloping your resume from a template. Maybe
]

youbob use a friendds resume that vyou |ike as a star
yours?

Remember, |l 6ve | ooked at thousands of ndareetemplatessl, whi ch
know when youodre u,aindg | Mikomroavs avihte nWgrodi 6ve devel oped
this second, I d&dm flipping through a dozen coll ege r €

that grab me visually, where there is something different. On this one, the fellow put a subtle gray box
around each of his section headings. On this other one, the candidate used a nice combination of serif
and sans serif fonts to grab me.

A couple of subtle visual differences to your resume goes a long way toward keeping me engaged in

reading it but remember, weor e DRifirergntiatirggaursesimetothe and e
point that | can6t quickI|l Womuadmse niott ia9p pdlagdsigrgr; tt @ fbreu s
youdre anKeegpi nheet he standard sections and donét mask
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Sound likeahuman.Her e6s a doozy, this intern says he dAplanr
efforts for the developmentofamission cr i ti cal systemo. ZzzzzzzzzzZzz.
honestly dloetéds kmalwl. t his type of writing style resu
of this style is tantamount to saying nothing at all.

What was the mission critical system? Why was it critical? How in the world did an intern plan, design, and
coordinate the engineering efforts? 1 6m a faxlassof gi v
intern to plan, design, and manage engineers on whatever this mission critical system is. Take time to

write your resume for a human. You need to hit all the right buzzwords and keywords to get yourself past

the |l ayers of recruiters, but | 6m the guy who is r ez
nothi ng with resume mumbo jumbo, |l 6m | earning nothing.
familiar tone. I 6m not an automat on; I honestly want
Include seemingly irrelevant experience. This applies mostly to college types who lack experience in

high technology. Youbre going to stress that your | c
thinking your summer working at Borders bookstore is
Eventhoughyouwer endét coding in C++, Il want to know what vy

your first job? What did you learn about managers? How did you grow from the beginning to the end of the
summer? Explain to me how hard work is hard no matter what the job is but keep it short. Do not ramble
on for more than one or two sentences. Remember, for a recent college grad, the emphasis should be on
your academic performance and your internship.

PREPARAT'ON OF SEVERAL RESUMES EEEEE NN EEEE NN NN NN NN NN NN EEEEEEEEEEEEN
If you are applying for more than one type of job, it is good practice to prepare a resume styled specifically
for each job objective. Keep a copy of your original basic resume and tailor it for each job application as
needed. Your resume should be printed on quality, bond paper of at least 20-pound weight. Off-white,
ivory, light tan or light gray are acceptable colors for resume paper.

DO: Make it attractive to the eye
Keep it brief and to the point.
Use action phrases rather than complete sentences or paragraphs.
Stress accomplishments, responsibilities, and variety of duties performed.
Develop and maintain a consistent and orderly presentation throughout your resume.
Emphasize your strongest skills or most important employment or educational experience,
especially those related to your career goal.

Stress your advancements and/or increased responsibilities or accomplishments if you have
worked for one organization for a long period of time.

DONO® T Use abbreviations (except in the cases of Grade Point Average and Degrees. It is optional in
these instances).
List previous salaries, supervisors, employer addresses, or reasons for leaving.
Have any misspelling or typographical errors.
Use personal pronouns such as "I" or "my."
Include your Social Security Number.
Include a photograph of yourself.
Use brightly colored paper.
Use a resume template, such as those available in Microsoft Word.

List names of references. This is done on a separate page and only at an employer's request.
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Resume Formats

CHRONOLOGICAL RESUME

1. Organize work experience listing most recent job first. For each position include name of
organization, employer location (city and state only), job title, work performed, and dates of
employment.

2. Feature job titles and employers with description of responsibilities and accomplishments for
each job listed.

3. Utilize when seeking employment in the same career field as present or previous job.

Advantages
71 Highlights career growth and a consistent work history.
J Format most employers prefer.
7 During a job interview, provides a guide for discussion.

Disadvantages
J Will disclose gaps in employment and a spotty work history.
7 Difficult to emphasize skill areas.
7 Will emphasis job areas an applicant may want to minimize.

FUNCTIONAL RESUME

=

. Organize to highlight skills and accomplishments.

N

view) and continue with others in the order of pertinence.
3. Describe each function or skill with specific illustrations from your experience.

4. Useful in occupations such as public relations, construction engineering or freelance
commercial art where the work is varied or there are frequent changes of assignments.

5. Useful when changing careers or re-entering the labor market.

Advantages
J Emphasizes skill areas which are marketable or in demand.
J It helps detract from a spotty employment history.
J Professional growth can be featured.

Disadvantages
71 Few or no details about work history are listed so employer may be skeptical.
J Does not permit you to feature organizations where you have been employed.
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Suggested Outline for a:
Chronological Resume

HEADING
The following identifying information should always precede other data:
Name
Address
Telephone Number (include your area code)
E-mail address (if available)

CAREER OBJECTIVE
Specify the kind of job or career field you are seeking.

EDUCATION
. Colleged Major, degree and date received
. Additional training
. Professional certificates or licenses
. Courses directly related to your occupational choice (list in detail if your work experience is limited).
. Scholarships and honors - or you may include a separate section titted HONORS and AWARDS.

EMPLOYMENT HISTORY
List your jobs in inverse chronological order:
Employer, address (city and state only)
Position held
Dates of employment

For each job include:

Job dutiesd Tasks performed, emphasizing those requiring the highest degree of skill and
judgment. Indicate any special tools, instruments, or equipment used and the
degree of skill involved. The list of action verbs on page 35 may assist you in
presenting your skills to the employer.

Scope of responsibilityd If you held an administrative post, tell how many persons you
supervised.

Accomplishmentsd If concrete facts and figures are available, outline any outstanding results
achieved.

MILITARY EXPERIENCE
Length of service
Branch of service
Duties performed (list major assignments detailing those pertinent to the job you are seeking)

SPECIAL SKILLS
Include if you speak a second language, operate machinery, or have keyboarding or speedwriting
skills. List computer and software knowledge.

PROFESSIONAL AFFILIATIONS or ACHIEVEMENTS (Category optional)
Name of organization
Contributions and achievements
Publications
Inventions and patents
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EXTRA CURRICULAR ACTIVITIES or HOBBIES
VOLUNTEER/COMMUNITY SERVICE
College activities and sports
List three or four of your spare time activities to demonstrate to the employer you are a
well-rounded individual.
Volunteer or community service in which you participate.

REFERENCES
Available on request.
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Suggested Outline for a:
Functional Resume

Follow the outline for a chronological resume replacing employment history with skills.
List the functions you performed in order of their pertinence to your job objective.

If you did public relations work in several previous jobs and you are now applying for a public relation®
position, make an entry under Public Relations and treat your experience in this field as a unit. Describe in
brief the work you did in each of the broad functional fields in which you qualify. This will provide a com-
posite of job duties, scope of responsibility and accomplishments. Use a terse, narrative style with action

verbs and few personal pronouns, especially the first person singular.

It is helpful if you look at transferable skills. These are universally greeted with enthusiasm by almost

every employer.

*Following are examples of possible functional headings:

Administrative Instructing Publicity
Advertising Interviewing Public Relations
Analyzing Investigation Research
Budget Legal Retailing
Management Management Scheduling
Communication Negotiation/Arbitration Secretarial

(Oral and Written) Organization Selling
Construction Planning Social Work
Coordinating Printing Supervision
Counseling Product Development Teaching/Training

Data Processing
Graphic Design

Production

*Reprinted with permission of Career Development Center, Corning Community College, Corning, NY

Writing



CHECK YOUR FINISHED RESUME FOR THE

7 FOLLOWING ITEMS:
Aa‘ ‘ 7 Is your resume to the point?
\ o "
“ 7 Have you eliminated unnecessary words and repetition?
\ g 71 Does it describe your training and experience?
/ 7 lIsitlogical? Are the dates correct?
’ 7 Are you sure there are no references to personal items that
have no bearing on the job?
7 Have you made any statements that you cannot substantiate?
7 Didyouavoiduse of the word dl, 0 fAme, «

HOW TO USE YOUR RESUME

Make a careful selection of firms that may be interested in your background and for which you would
like to work. Do not be frugal about the number of resumes you send. The larger the mailing, the
better the number of responses. Always enclose a cover letter when mailing your resume.
Remember, it is the cover letter and resume that will assist you in obtaining the interview.

Always carry copies with you when you report for an interview.

Give copies to friends, acquaintances and associates who may be in a position to
Afhear of .xomet hing

Use it in answering newspaper and magazine advertisements.

DO NOT use an outdated resume. Always include your last position, or your current one if you are
planning a change.

SAMPLE RESUMES

In this section you will find sample resumes. They may aid you in presenting your resume in an
organized and attractive form. If you have little or no full-time experience, they may help you

i paacgke 0 y our s utimenjebs; yaurextracarricular activities; your training; and your basic
job interest. Use them as spring boards to develop appropriate ideas and approaches.

— In an effort to save paper, the resumes in this book are printed back to
back. However, if you have a two-page resume, it should be printed

N OTE on two separate sheets of paper.
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DECISION
MAKING

Approve
Require
Decide
Test
Accept
Authorize
Terminate
Render
Consider
Solve

EUPERVISION

Adhere
Supervise
Request
Participate
Maintain
Delegate
Encourage
Counsel
Assess
Develop
Report
Foster
Define
Demonstrate
Meet
Assign

| COMMUNICATION ‘

Write
Inform
Declare
Interpret
Contact

LIST OF ACTION VERBS

MANAGEMENT ‘

Execute
Approve
Direct
Change
Organize
Meet
Establish
Manage
Anticipate
Evaluate
Plan
Adjudicate
Analyze

ADMINISTRATION ‘

Purchase
Requisition
Reject
Store

Ship
Furnish
Administer
Supply
Procure
Secure
Justify
Engage
Process
Insure
Reclaim
Receive
Represent

AUDITING

Review
Analyze
Report
Conclude
Change
Recommend
Guide
Assist
Evaluate
Compare
Assemble

RESEARCH and
DEVELOPMENT

Identify
Evaluate
Determine
Review
Analyze
Research
Define
Develop
Prepare
Recommend
Submit
Propose
Investigate
Compile
Publicize

PERSONNEL

Train
Select
Interview
Promote
Transfer
Handle
Employ
Appraise
Recruit
Screen
Discharge
Seek

HELPING

Assist
Arrange
Give
Guide
Counsel
Serve
Contribute
Initiate
Solve
Cooperate

PLANNING and
CONTROL

Plan
Forecast
Assume
Allocate
Schedule
Control
Measure
Progress
Formulate
Acquire
Extend
Monitor
Coordinate

CHANGE

Modify
Upgrade
Create
Stimulate
Improve
Compare
Design
Make
Activate
Establish
Strengthen

Issue
Testify
Speak
Display
Critique




Objective

Educational
Experience

Course
Work

Work
Experience

Special Skills
(Optional)

Honors &
Awards
(Optional)

Activities

References

NAME
Street Address
City, State Zip Code
Telephone
E-mail Address

Available on request.
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Chronological Resume Example 1

Jared Skye
328 West Main Street, Apartment2 A Bat avia, New York 14020 A
jskye @alaskapacific.edu

Education:
e Al aska Pacific Uni ver siicampletionfohBcAh coursegoek, AK) Fa
{Outdoor Education w/ Minor in Environnméal Science}
e Genesee Community Col ITeSge i (nBa téa0v8i af,E nNY )r ofhamelr

Relevant Coursewok: Cell Biology, General Biology, Environmental Studies,
Chemistry, Wetland Ecology, Introduction to Biotechnology

Internships:
o Consevation Intern-- Genesee County Soil and Water Conservation District
(JunélJé&®udary 0608)

APerformed independent field work collecting and organizing new wetland data regarding
biodiversity and boundary designations

ACompiled newly collected and historiardcopy data from previous studies into accessible
database

APresented summary report to the Soil and Water Board of Executives

AUsed dichotomous keys and soil maps

AWorked with local government employees in office setting

AContributed original photograptgr SWCDeducational outreach programs

Relevant Experience:
e Letchworth State Parfibnggqnflest ern NY State [/ 060
AStudy of local topography, plant/animal identification, and seasonal interactions between
species

e Bergen Swamp (Bergkn, NY |/ May/ June 0607
ATwo week field study of | ocal wetland pl a

e Elk State Forest / Quehanna Wilderness Area (Nsfthst P A / May 0607)
AOff-trail, backcountry hiking/camping to study Eastern Black Bear and Timber Rattlesnake
in naturalhabitat

e Shawnee National Forest/ LaRBei ne Hi I I s Natur al Research Ar
AWeeklong study of local herpetofauna including large population of Eastern Cottonmouth
Snakes

AStudied protected local flora

e Chattahoochee National Foresttba nt ahal a Ri ver (April 606)
AHiking/Camping in remote and adverse conditions through small section of Appalachian
Mountains
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Organizations and Memberships:

Soil and Water Conservation Society; NY Empire State Chapter
Tongass Conservation Society

Ursus Irternational Conservation Institute

Western New York Sustainable Energy Association

Genesee Community College Trail Restoration Committee

Volunteer Experience:

e Volunteer Educator on freshwater microorgani
programat Genesee Community College (Feb. 28, 2008)

e Research plant species for Genesee Community

e Primary physical laborer for Genesee Community College Trail Restoration Project
(Summer / Fall 607)

¢ Independently putogether extremely successful community forum on Global Climate Change
including a presentation / discussion with Dr. Chris Walcek of SUNY Albany (April 2, 2007)

e President of Geneskar tCo(m@0Bbd vy 6CFI| hegedemi c vy

e Genesee Communii@ollege EcoFest volunteer (April 17, 2007)

e Various coastal and trail cleanup efforts in NY and OH around Genesee, Wyoming, Monroe
(NY), and Cuyahoga (OH) Counties over the past five years

Other Work Experience:
e 3 Shift Warehouse Supervisor-Mart (Baa v i a , N Y ] curFeat) . 607
¢ Full-Time Cook for seven years prior to current employment

Other Relevant Skills:

Red Cross certified in CPR, use of AED, and Emergency First Aid
Global Positioning System navigator (Garmin)

Microsoft Word/Works/Excel/PowerRd

Windows Vista/ME/XP/2000/98/95 operating systems
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Chronological Resume Example 2

PAUL MOORE
3517 Hillside Drive
Oakville, NY 34891

(000) 000 - 0000

E-mail address

OBJECTIVE
A position in the travel industry.

EDUCATION
A.A.S. Degree i Tourism and Hospitality Management - May 2006
Genesee Community College, Batavia, NY
Grade Point Average i 3.2

INTERNSHIP EXPERIENCE
Walt Disney World, Orlando, FL
Magic Kingdom Attractions Cast Member and Greeter
September 2005 1 January 2006

Duties included greeting guests, distributing guide maps and general park

information. Operated sophisticated ride systems and provided narration.
Responsible for guestsdéd safety and | oadi
responsibilities included audience control, managing parades, customer

satisfaction, and light cleaning.

WORK EXPERIENCE
BJO6s Whol esBathva, N€| u b
Cashier
April 2003 - present

Job involves working as a cashier and in the bakery. Also have experience working
as Front Line Supervisor (FLS) at Membership Desk. Wait on customers, operate
cash register, and provide customer service as Cashier and Greeter.

Rochester City School District Central Office, Rochester, NY
April Personnel Corp

Office Assistant

January 2003 7 July 2004

Answered telephone, scheduled appointments and meetings, typed memos and
letters, filed, opened the mail, and completed bulk mailings.
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SPECIAL SKILLS
SABRE airline computer reservations system
Working knowledge of VIASINC
Microsoft Word 2003
Excel 2003
Speak fluent German

HONORS AND AWARDS
Genesee Community GCddnlaggo®s Deanbs Li st
Ducktorate Degree - Walt Disney World
Whobs Who Among Students in American Juni
All-American Scholar

COLLEGE ACTIVITIES
Member - Genesee Community College Travel Club
Organizedandplanned GCC6s Tr aivApidl20Gar eer Fair
Model in Genesee Community College Fashion Show - April 2005 and 2006

ADDITIONAL INFORMATION
Lived in Germany for six months
Traveled throughout Europe
Knowledge of Spanish

REFERENCES
Available on request.
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Chronological Resume Example 3

CAREER OBJECTIVE

EDUCATION

PROFESSIONAL
PROFILE

INTERNSHIP
EXPERIENCE
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KAREN WALKER
323 Bayside Drive
Bay City, NY 03689
Telephone: (000) 555-1234
Email Address

Assistant Day Care Center Director

Genesee Community College, Batavia, NY
A.A.S. Degree i Human Services, May 2006
Early Childhood Certificate i May 2005
Gerontology Certificate i January 2005
Grade Point Average 1 3.95

Strong communication, organization, problem solving, and
customer service skills.

Conscientious, motivated, and productive.

Experience with Microsoft and Macintosh computer systems
and software.

Proven responsibility through job advancement.

Head Start Program, Warsaw, NY
September 2005 i December 2005

Assisted teacher responsible for care of children in various classroom
settings. Planned crafts, activities, prepared and assisted children with
meals and naps. Created calendars, charts, graphs, and wall
decorations for the classroom.

Career and Transfer Center, Genesee Community College,
Batavia, NY
May 2005 T August 2005

Assisted students with computer-based career software. Evaluated
Internet career planning and job search sites. Tour guide for incoming
students and parents. Performed clerical duties for advisors and other
staff members.

Eastside Nursing Home, Warsaw, NY
December 2004 i May 2005

Assisted in coordinating and carrying out planned activities in the
Activities Department. Developed, customized and conducted routine
activities for residents. Responsible for four specific residential care
plans.



WORK EXPERIENCE

HONORS AND
AWARDS

REFERENCES

Champion Products, Inc., Perry, NY
19927 2003

A distribution and manufacturing facility specializing in replica and
authentic NBA and NFL apparel. Worked in a variety of positions
including:

Sample Art Administrator/Art Inspector

Art Order Editor

Order Entry/Customer Service Order Editor
Production Control Rush Order Expediter
Data Processing Clerk

Warehouse Receiving and Inventory Clerk

Maintained art and licensing procedural inspection to ensure all client
specifications were met. Developed and updated spreadsheet reports
for management. Prepared level of service reports to maintain timely
production. Coordinated production interactions between national
sports leagues, corporate designers, and graphic artists. Trained new
employees and co-workers in the use of various software programs to
ensure a high level of efficiency.

Member of Phi Theta Kappa International Society
Student of the Month i October 2005 1 Warsaw Campus Center
Presidentds List each semester

Available upon request.
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Chronological Resume Example 4

ROBERTA MOORE

7217 State Route 52

Maple City, NY 67890
(000) 555171 1234

OBJECTIVE

To learn and grow in the profession of Respiratory Care and to care for the respiratory
compromised individual.

EDUCATION

Genesee Community College, Batavia, NY

A.A.S. Degree 1 Respiratory Care i May 2006

Pr esi de i Fal 2004 Fals2005

De an 69§ Spring@05

Member Phi Theta Kappa International Honor Society
Grade Point Average - 3.7

LICENSE/CREDENTIALS

CRT Eligible T Upon Graduation

RRT Eligible i Upon Successful Completion of the CRT Exam
BLS Certified

First Aid Certified

CLINICAL EXPERIENCE

58

Level Il Clinical Experience, The Genesee Hospital, Rochester, NY
and Erie County Medical Center, Buffalo, NY
January 2006 1 May 2006

Main focus on respiratory care of the neonatal and pediatric patient, patient assessment,
respiratory care procedures, mechanical ventilation, and perfecting skills learned in Level Il
and Level lll clinical.

Level Il Clinical Experience, F.F. Thompson Hospital, Canandaigua, NY
and Strong Memorial Hospital, Rochester, NY
August 20057 December 2005

Patient assessment, respiratory care procedures, arterial blood gas sampling,
interpretation, mechanical ventilation skills including initiation, management, assessment,
weaning and troubleshooting, NPPV airway management, and building on skills learned in
Level | clinical.



Level I Clinical Experience, United Memorial Medical Center, Batavia, NY
and Strong Memorial Hospital, Rochester, NY
May 20057 July 2005

Patient assessment, oxygen set-up and administration, cylinder safety, respiratory care

procedures including IBBP, postural drainage and percussion, aerosol medication
delivery, aerosol therapy, and MDI administration.

WORK EXPERIENCE

Office Assistant, Respiratory Care Program
Genesee Community College,

Batavia, NY

August 2004 1 May 2006

Filed, made copies, answered telephone, and scheduled appointments.

Customer Service Clerk, P&C Foods, Bath, NY
May 19991 March 2003

Waited on customers, operated cash register, provided store information, and
answered questions.

ACTIVITIES
Respiratory Care Club, Genesee Community College
Secretary, Phi Theta Kappa International Honor Society
Vice President, Student Government Association

REFERENCES

Available upon request.



Chronological Resume Example 5

DAVID TAYLOR
50 Maple Lane

Port City, New York 14680
(716)-000-0000

OBJECTIVE Position as an Occupational Therapy Assistant

EDUCATION Genesee Community College, Batavia, New York
A.A.S. Degree 1 Occupational Therapy Assistant i May 2006
Grade Point Average i 4.0
Pr esi de inévérgserestart
Member i Phi Theta Kappa International Honor Society

LICENSE/CERTIFICATION

NYS License - pending
NBCOT Certification - pending

CLINICAL EXPERIENCE

3/06 1 5/06 Level ll/Clinic 4 Fieldwork Experience, (8 weeks)
Hill side Childrenés Center, Rochester,

Followed established objectives for children with behavioral and emotional disabilities.
Responsibilities included individual therapy sessions, assisting and conducting group
sessions, job coaching, and assessing fine motor and sensory needs in classrooms.
Treatment sessions included life skills, fine motor coordination, visual perceptual skills,
ocular motor exercises, writing programs, bilateral motor control, sensory integration,
and gross motor development.

1/06 7 3/06 Level ll/Clinic 3 Fieldwork Experience, (8 weeks)
Highlands at Brighton, Rochester, New York

Followed and established care plan objectives for assigned residents diagnosed with
Cerebral Vascular Accident, Leg and Hand Fractures, Cancer, Emphysema, Ventilator
Dependence, and Knee Replacement. Modalities included activities of daily living,
visual perceptual retraining and compensation, strengthening exercises, range of
motion, energy conservation, work simplification, bed mobility, transfers, and
addressing adaptive equipment and wheel chair positioning needs.

9/0571 11/05 Level I/Clinic 2 Fieldwork Experience, (60 hours)
Continuing Developmental Services, Fairport, New York

Observed and assisted with the treatment of adults with developmental disabilities.
Diagnosis included Mental Retardation, Autism, Cerebral Palsy, Blind, Deaf, Down
Syndrome, Scolioses, Rheumatoid Arthritis, and Partial Frontal Lobe Lobotomy. Bart
massage, sensory desensitization, oral motor, social lunch group, adaptive switches,
adaptive equipment.
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1/057 1/05 Level I/Clinic 1 Fieldwork Experience, (40 hours)
BOCES #1, Lois E. Baird School, East Rochester, New York

Introductory experience into clinical Occupational Therapy. Observed and assisted in
the treatment of children with diagnosis of Cerebral Palsy, Muscular Dystrophy, Down
Syndrome, Mental Retardation, and Learning Disabilities. Treatment sessions included
fine motor and visual perceptual activities.

WORK EXPERIENCE

9/981 present Geriatric Aide
Highlands at Brighton, Rochester, New York

Take temperatures and blood pressure and monitor pulse and breathing rates.
Responsible for recording medical information on patient charts. Deliver meals and
assist residents with eating. Help patients with daily grooming and hygiene. Assist both
the Occupational Therapist and the Recreational Therapists with crafts, field trips, and
daily exercise program.

PROFESSIONAL MEMBERSHIPS

American Occupational Therapy Association, 2004 T present
New York State Occupational Therapy Association, 2004 i present

CONTINUING EDUCATION/CONFERENCES

Massage, Batavia, New York, May 2005

Inclusive Education, Columbus, Ohio, November 2003

I.E.P. and Evaluation Process, Cincinnati, Ohio, August 2003
Parent Advocacy, Dayton, Ohio, October 2003

VOLUNTEER EXPERIENCE/COMMUNITY SERVICE

Volunteered at a Group Home for the mentally disabled. Diagnoses included Schizophrenia, Borderline
Personality Disorder, Manic-depressive, Blind, and Mental Retardation. Managed a budget, planned and
purchased materials for activities, helped with self care, and activities of daily living. Conducted craft
groups and cooking groups. Organized existing craft materials and purchased materials to provide easy
access of materials to residents.

Special Education Parent Mentor. School district representative for the region.
Valley View School District, Germantown, Ohio

Cub Scout Leader, Germantown, Ohio.
ACTIVITIES
Certified Occupational Therapy Assistant Club, Genesee Community College, 2004 - 2006

Certified Occupational Therapy Assistant Club, Sinclair Community College Student Counsel
Representative, Dayton, Ohio, 2002

REFERENCES Available upon request.
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Chronological Resume Example 6

MIKE DUPIN
3 Cornhill Terrace, Rochester, NY, 14608
mdupin@frontiernet.net  (585) 3578

SUMMARY

Statistician with wideranging experience in application of statistical methods to research, development,
manufacturing, and testing. Seeks to contribatdiscovery and development leading to innovative solutions.
Experience as team leader, principal investigator, collaborative consultant, and instructcoritesed
contributor with demonstrated capability for translating problems into a statisaca¢work, planning data
collection, analyzing data, clearly communicating results, and developing capabilities in others. Areas of
expertise include:

o Experimental design e Nontlinear regression e Variance components
e Sample size / power e Multivariate analysis e Statistical process contro!
e Linear regression e Classification e Measurement precision

PROFESSIONAL EXPERIENCE

Howard M. Proskin & Associates, Inc, Rochester, NY 2006

Provide statistical consultation for design and analysis of clinical trials. Prepatenization schedules,

design analysis and reporting strategies, work with SAS programmers to execute analyses. Write protocols
statistical analysis plans and study reports.

Eastman Kodak Company Rochester, NY

Research Associate, Research Labs 19981 2006

Provide statistical consulting and coaching to other researchers. Responsible for research, development,

optimization, and robustness testing of image processing algorithms, both as team leader and team membe

Deliver algorithms to meet commaeatization timelines. Document results in internal technical reports and

presentations for management reviews.

e Consulted with and coached other researchers in the use of statistical methods and software tools,
contributing to successful investigations do&nted in more than 20 technical reports.

e Established regression modeling methodology and authored SAS program to generate hundreds of
prediction models implemented in a digital radiography system.

¢ Increased throughput by developing logistic regressiodetscand classification trees that predict whether
an image will benefit from application of an image processing algorithm.

e Used cluster analysis to enable a multivariate -mnegghbor pure error assessment in order to target
opportunities for improving igression models for image brightness adjustment.

o Patented a method for detecting skin regions in photographic images and adjusting brightness by
establishing a predictive relationship between skin features and optimal image brightness.

e Conducted designedeeriments for observer studies to optimize parameters of the firstdepaadent
tonescale algorithm incorporated into a digital photofinishing product.

e Led crosdivisional team responsible for planning and delivering a development project portfolio o
brightness adjustment algorithms, with 100%tiome performance.

62



Statistician, Technology Development Organization 19871 1997
Provided statistical consultation and teaching for an organization of over 1200 engineers and scientists
directed toward devepment of new products, manufacturing technologies, and related test methods.

Provided experimental design and data analysis support for projects in areas such as chemical
formulation, material science, coating technology, electrostatics, and physicahpean€e testing,
Contributed to publication of more than 50 internal technical reports.

Patented a method for predicting manufacturing variability in injection molding using a combination
of variance components analysis and transmitted noise.

Co-developectourse materials for a sequence of training modules in Basic Statistics and
Experimental Design, with an emphasis on practical problem solving. Taught those courses for over
200 participants.

Selected as statistician to support a joint research efforttwatlother Fortune 500 companies for
development of novel processes in the automotive industry. Designed and analyzed experiments
resulting in improved process understanding and robustness.

Collaborated with a major customer in the printing industry &sighed experiments to improve

color management. Methods and results presented in a paper at the Gravure Association of America.
Worked with organization managers to identify and prioritize projects requiring statistical support.

Statistician, Core Stattgcs Group(concurrent assignment) 19841 1997
Worked with other members of core statistics group to investigate alternative/emerging statistical
methodologies and incorporate them into internal best practices.

Recognized as local expert on Classifmatand Regression Trees (CART).

Presented paper at the Delaware Section of the American Society for Quality Control describing
alternative process control monitoring methods with guidelines for choosing appropriate methods.
Developed a guide to condudimand reporting measurement uncertainty studies.

Co-authored tutorial booklet on methods for evaluating and reporting manufacturing process
capability.

Investigated Motorola Six Sigma program, forming the starting point for a company Black Belt
program.

EDUCATION
MS Applied Statistics, Rochester Institute of Technology, Rochester, NY
BS Industrial Engineering, Bradley University, Peoria, IL

SOFTWARE
SAS, JMP, Minitab, Matlab, C Shell Scripting (Unix)
Member of Genesee Valley SAS Users Group
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Functional Resume Example 1

Maria A. Washington
333 Elm Street
New City, NY 42315
000-555-0000
e-mail address

OBJECTIVE

To obtain a challenging Physical Therapist Assistant position.

EDUCATION

Genesee Community Collegei Batavia, NY
A.A.S. Degree Phical Therapist Assistant, August 2007
Grade Point Average: 4.0

Monroe Community Collegei Henrietta, NY

Manufacturing Technology-Robotics/Automation Degree Program
August 20007 May 2005 (37 Semester Hours)

Grade Point Average: 3.2

Eastman Kod& Company - Rochester, NY
Machinist and Construction Apprenticeship Program Graduate, 1984

LICENSE/CERTIFICATION

NYS License pending National PTA examination
CPR/AED Certification to May 2008

CLINICAL EXPERIENCE

NEUROLOGICAL AFFILIATION May 2007 & June 2007 (240 hours)
Strong Memorial Hospital, Rochester, NY

A regional organization serving those with developmental and/or acquired disabilities such as
mental retardation, spastic and athetoid Cerebral Palsy and Down Syndrome. Other diagnoses
include TBI, CVA, Central Cord Syndrome. Treatments primarily consisted of ROM, stretching,
gait training and progressive resisted exercise. Provided a challenge with regards to overcoming
communication barriers and patient motivation. Valuable clinical skills acquired include postural
and gait assessment, wheelchair assessment and positioning skills, time management and
documentation.

SUBACUTE AFFILIATION January 2007 & February 2007 (200 hours)
Unity Health Transitional Care Unit, Rochester, NY

A fast paced sub-acute rehabilitation unit of 60 beds on second floor of Unity Health Living Center.
Orthopedic, neurological, and acute rehab of mostly elderly clientele treated with average length of stay of
six to eight weeks. Experience gained includes time management, daily progress notes, scheduling, static
and PNF stretching, ambulating and guarding of patients at risk for falls, therapeutic exercise progression
for TKR, THR, MS, CAD, and COPD patients.
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ORTHOPAEDIC AFFILIATION May 2006 -June 2006 (160 hours)
Plaza Sports Medicine and Rehabilitation, Greece, NY

This outpatient rehabilitation facility serves all age groups. Experiences gained include manual muscle
testing and goniometry, PROM, AAROM, and therapeutic exercise for TKR, THR, ACL, and rotator cuff
patients, exercise progression, exercise equipment (bikes, UBE, Atlas resistance), modalities such as
ultrasound, heat, ice, and electric stimulation (US/Combo and TENS), SOAP note documentation and
weekly progress notes.

EMPLOYMENT HISTORY
Eastman Kodak Com pany - Rochester, NY

Senior Equipment Technician, 19952005
Process Equipment Mechanic, 19841995
Construction and Machinist Apprentice, 1981-1984

HONORS AND AWARDS \
State University of New York Chancellorbés Award for
Presidenb s Li st for academic performance, GCC (Fall 200E¢

Jerry Reinhart Scholarship, GCC, Fall 2006
Physical Therapist Assistant Scholarship, GCC, Fall 2006

PROFESSIONAL ORGANIZATIONS
American Physical Therapy Association

PROFESSIONAL S EMINARS

APTA Combined Sections Meeting

Boston, MA 9 February 15 -18, 2007

Presentation of various lectures and hands-on seminars in areas of neurological, orthopedic, geriatric,
pediatric, and oncology physical therapy.

Finger Lakes Sports Medicine Symp  osium

Canandaigua, NY & March 2006

Presented by various | ocal PTO0s and ATC6s with focus
rehabilitation.

VOLUNTEER EXPERIENCE

Assistant to instructor for PTA 1% year class, GCC, August 2006December 2006
PTA Club Preident, GCC, August 2005December 2006

Rainbow Preschool Physical Therapy Department, Batavia NY

Unity Health Outpatient Rehabilitation, Gates, NY

Agape Physical Therapy, Chili, NY

Monroe Community Hospital Physical Therapy Dept., Henrietta, NY

REFERENCES

Available upon request



Functional Resume Example 2

DIANE PIERCE
5103 Reddington Court
Smithville, New York 12345
716-000-0000

OBJECTIVE

To secure a position as an R.N. in a facility that provides a variety of experience and professional
growth.

PROFESSIONAL EDUCATION

Genesee Community College, Batavia, New York
A.A.S. Degree in Nursing, May 2006
Grade Point Average: 4.0

CERTIFICATION
CPR at the Basic Life Support Level, May 2005
STUDENT CLINICAL EXPERIENCE 2004-2006

Medical/Surgical United Memorial Medical Center, Batavia, New York
Lakeside Health Systems, Brockport, New York
Wyoming County Community Health System, Warsaw, New York

Maternity/Pediatrics Women & Chil drends Hospital, Buf fal o, )
Psychiatric VA Western New York Healthcare System, Buffalo, New York

Community Based Visiting Nursing Association of WNY - Home Care
HomeCare and Hospice - End-of-Life Care
Alexander Central School - BOCES i Children with Special Needs
The Highlands at Brighton - Ventilator Unit
Lake Plains Dialysis Center
Hope Haven - Alcohol and Substance Abuse
LeRoy Village Green Residential Care Facility - Gerontology

CONFERENCES

Nursing And The Law
Presented by Janine Fiesta, RN JD
March 2006

Pediatric Nurse Conference
Al mproving The Lives of Childreno, Dr . Lori Yoos
February 2006, Genesee Community College
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EMPLOYMENT HISTORY

September 1997 7 present Corfu United Presbyterian Church, Corfu, New York
Nursery Director

October 2004 7 May 2006 Genesee Community College, Batavia, New York
Tutor: Nursing

January 1998 7 June 1998 Pembroke High School, Corfu, New York
Tutor: Math, Science Grades 7-12

VOLUNTEER EXPERIENCE

August 2004 i present Professional Nursesbd6 AMdewdak ati on o
District 1 NYSNA T member

September 20047 May 2006 Nur s e s 6i GE€resed Community College

September 19991 present Attica Middle School
Chaperone student activities, fundraising

September 19991 present Attica Prospect Elementary School
Room parent, classroom helper

October 2005 Walk for Diabetes

HONORS & AWARDS

Charles Neth Nursing Scholarship i 2004 and 2005

Pr esi de in Ea@hssenmestes t Fall 2003 - Spring 2006

Whods Who Among Anealia0an Col | eges

Phi Theta Kappa International Honor Society i Spring 2003

Nati onal D20@FR20B Li st

District | Professional Nurses6 Ass2004i ati on of West e

REFERENCES

Available upon request.
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Functional Resume Example 3

CAREER OBJECTIVE

EDUCATION

RELEVANT COURSES

PROFESSIONAL
PROFILE

INTERNSHIP
EXPERIENCE

EMPLOYMENT
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BETH SHIELD
52 Hickory Lane
Bloomville, NY 42131
(000) 000-0000

To obtain a position as a Paralegal.

A.A.S. Paralegal Studies, May 2006
ABA Approved Program
Genesee Community College, Batavia, NY

A.A.S. Business Administration, May 2000
Genesee Community College, Batavia, NY

Introduction to Legal Studies Civil Litigation
Constitutional Law Torts

Real Estate Law Legal Research and Writing
Family Law Accounting

Trust and Estates
Commercial Law

- Strong interest in legal, judicial, and business matters.

- Organized and detail oriented work habits.

- Intensive academic experience with legal matters and problems.
- Practical experience with legal research.

- Strong background in office environments and confidentiality.

- Honest, reliable, and dependable work ethics.

The Williams Law Firm, Batavia, NY
Intern
January 2006 T May 2006

Prepared legal research and legal documents as needed. Assisted in
the arrangement of real estate closings. Contributed to the court
preparation of clients. Attended City and Bankruptcy Court with
attorney.

JoAnn Fabrics, Batavia, NY
Merchandise Manager
July 2002 1 Present

Responsible for the ordering and merchandising of store inventory.
Provide customer service as needed. Coordinate the store
organization and cleaning responsibilities. Interview and hire store
personnel.



VOLUNTEER
EXPERIENCE

REFERENCES

Firon Industries Inc., Batavia, NY
Sales/Production Manager
May 1996 1 July 2000

Provided sales quotes to customers and prospective customers,
responsible for production schedules, ordering, inventory of parts for
production, and quality control of parts produced. Also, actively

worked production as needed, and set-up presses used in production.

- Active member of Student Paralegal Association

- Volunteer at Oak Orchard Legal Services
Complete client intake interviews, schedule appointments, and
assist attorneys with court preparation of clients and/or witnesses.

- Member, Board of Directors YWCA

Available upon request.
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Functional Resume Example 4
Mary Ryan
90090 Liberty Drive
Libertyville, NY 41356
Phone: (000) 000-0000
E-mail Address

EDUCATION

Genesee Community College, Batavia, NY - AAS Degree in Information Technology,
Anticipated Graduation i January 2006

e 4.0 Grade Point Average

e PresidenFab2004Li st

¢ Phi Theta Kappa International Honor Society

RELEVANT COURSES

Microsoft Office 2000 and Advanced Office 2000
Visual Basic Programming

Web Publishing

Systems Analysis and Design

Networking Technologies

Database

WORK EXPERIENCE

Town Cl er WPévdionQliiYf i c e,
20037 2005
e Job duties included implementing software-based A/P (Payroll System), Webmaster of the
Town of Pavilion Web Site, Information Technology Manager, consultant for incorporation
of computer-based information sharing throughout departments, and designed and
installed computer network in town offices.

Town of Pavilion Highway and Water Departments, Pavilion, NY
199071 2002
e Job duties included installing and managing a computerized fuel management system,
Deputy Highway Superintendent, Assistant Water Plant Operator, and Motor Equipment
Operator.

INTERNSHIP EXPERIENCE

Town of Pavilion, Pavilion, NY
Spring 2006
e Assisted in the Supervisoros Of f pduce payrolls h
and accounting. Generated templates and reports for general office procedures. Utilized
the Internet to send reports and access banking needs.

Pavilion Elementary School, Pavilion, NY
Fall 2005
e Assisted the computer lab instructor with various duties within the classroom. Developed
lessons on the topics of Microsoft Office and the Internet.

TRAINING AND CERTIFICATIONS

Microsoft Office User Specialist (MOUS) Certification in Word and Excel.
Web Design, Genesee Community College Online Training

Advanced Microsoft Excel 2003, IKON Technical Services

Level 1, 2 and Advanced Microsoft Access 2003, IKON Technical Services
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CAREER OBJECTIVE

EDUCATION

EXPERIENCE

HONORS AND
AWARDS

ORGANIZATIONS

Functional Resume Example 5

TARA L. FOX
810 Bricker Road
Hinton, NY 14284

(217) 555-2112
E-mail Address

Cooperative Education (co-op) position in the office technology field.

Genesee Community College, Batavia, NY

A.A.S. in Office Technology (May 2007)

Deandéds List (Fall skMebtéisyand Spring 2006
Grade Point Average: 3.8

Course Highlights Software Experience

e Keyboarding - 45 wpm Environment

e Transcription Skills Windows NT, 98, 2000

e Proofreading and Editing Microsoft Office Professional 2000 and XP
¢ Computation Skills - Word, Excel, Access, Power Point,

e Peachtree (Accounting) Outlook, Publisher

e Microcomputer Skills

e Desktop Publishing Skills

e Medical Billing Skills

Career and Transfer Center - Secretary
Genesee Community College, Batavia, NY
May 2005 i August 2005

- Arranged appointments

- Answered phones

- Typed documents and reports
- Prepared mailings

- Filed

August 25™ Restaurant i Waitress
Wales Center, NY
April 2003 i December 2004

Phi Theta Kappa International Honor Society 2005
Merit Tuition Assistance Program Scholarship 2005
New York Telephone Scholarship 2005

Academic All-American 2004

National English Merit Award 2004

Church Choir (organist) Instrumental Solo Festival

Marching School Band Drama Club
All-County Band
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Functional Resume Example 6

ELIZABETH SCOTT
1624 Ocean View Boulevard
Fairmont, New York 20310
Telephone: (231) 254-6232

PROFESSIONAL OBJECTIVE

Assistant Staff Accountant

SKILLS
MONEY MANAGEMENT
.Treasurer of Parent Teachero6s Association with a
. Employment in accounts receivable and as payroll clerk.
. Responsible for handling customer accounts-receiving and recording payments as Customer
Service Representative.
. Organize and manage budget for a family of eight.

PREPARING REPORTS
.Prepared monthly income and expenseatmt at ement for
. Completed payroll records, customer accounts, and sales reports.
. Compiled yearly financial Phi Theta Kappa report and budget for Student Government for fund
allocations for next year.

COMMUNICATION
. Telephone contact with customers concerning delinquent accounts.
. Presentations to English classes to inform students about Phi Theta Kappa.
. Testified in Albany before the State Senate on the importance of financial aid for returning students.

RESEARCH
. Investigated various financial planstoi ncr ease i nterest revenue for th
Assaociation treasury.
. Prepared, organized, and compiled information to write college term papers.
. Reviewed computer software to determine which program would be most suitable for payroll
account.

EDURTION
A.A.S. Degree i Accounting, May 2006
Genesee Community College, Batavia, New York
Grade Point Average i 3.8
Member i Phi Theta Kappa International Honor Society
Pr es i distin Everg semester (Fall 2004 i Spring 2006)

ACTIVITIES
Tennis, swimming, and reading
Girl Scout Leader
College Newspaper Reporter
REFERENCES

Furnished upon request.
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Functional Resume Example 7

M IKE DUPIN
3 Cornhill Terrace, Rochester, NY, 14608
mdupin@frontiernet.net  (585) 325 -6578

SUMMARY

Experienced technical professional with strong interpersonal skills seeks personal reward and fulfillment
through helping others as a Physical Therapist Assistant.

EDUCATION
A.A.S. Physical Therapist Assistant , Genesee Community College Bat avi a, NY (June 6
M.S. Applied Statistics , Rochester Institute of Technology - Rochester, NY (4.0 GPA)
B.S. Industrial Engineering , Bradley University - Peoria, IL (3.94 GPA)

EMPLOYMENT HISTORY

Eastman Kodak Company , Rochester, NY

0 Research Associate : Developed digital enhancementsfor medical and consumer images.
o0 Statistician : Supported development of new products and manufacturing technologies.

0 Industrial Engineer . Improved quality and workflow in a manufacturing area.

CLINICAL EXPERIENCE

Monroe Community Hospital, Rochester,NY (240 hours) May-June 2009
Inpatient sub -acute rehabilitation.

Strong Memorial Hospital, Rochester, NY (200 hours) January 2009

Inpatient acute care, with emphasis on trauma and solid organ transplant patients. Provided interventions
for bed mobility , transfers, ambulation, gait training, therapeutic exercise, and patient/family education.
In-service presentation on the management of alcohol withdrawal syndrome for inpatients.

Agape Physical Therapy, Rochester, NY (160 hours) August 2008

Outpatient orthopedic clinic. Guided patients in performance of a wide range of therapeutic exercises.
Provided hands-on passive range of motion, joint mobilization, and massage therapies. Administered
therapeutic modalities including thermal agents, electrical stimulation, ultrasound, traction, and
iontophoresis.
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PROVEN ABILITIES and RESULTS

Excellent interpersonal skills

(0]

(0]

Successfully collaborated with hundreds of scientists, engineers, and technicians of widely diverse
nationalities, ethnicities, ages, religions, educational backgrounds, and lifestyles.
Practiced in the art of listening to the goals, challenges, and limitations of clients.

Demonstrated capacity for creative problem solving

(0]
(0]

Two U.S. Patents in the field of digital image enhancement.
U.S. Pdent in injection molding using a novel combination of statistical methods.

Strong verbal and written communication skills

(0]

Developed course materials for a sequence of statistical training modules. Taught those courses for over
250 participants.

Authored or co-authored over 200 technical reports describing engineering and scientific investigations.
Presented results in management reviews and conferences.

Recognized for excellence in teamwork

(0]

Selected as the statistician to support a joint research effot with two other Fortune 500 companies for
development of novel processes for the automotive industry.

Chosen to work with a major customer in the commercial printing industry for designed experiments to
improve color management. Methods and results presented in a paper at the Gravure Association of
America.

Strong leadership skills

(0]
0]

(0]

President of the Physical Therapist Assistant Club at Genesee Community College.

Led cross-divisional team responsible for planning and delivering a portfolio of image proces sing
algorithms. Results delivered with 100% on-time performance.

Worked with managers to identify and prioritize projects requiring statistical support.

Committed life-long learner who incorporates best practices

(0]
(0]

(0]

Member of the American Physical Therapy Association.

Investigated alternative/emerging statistical methodologies and helped incorporate them into internal
best practices.

Self-taught user of four statistical analysis packages and five programming languages.

Tradition of volunteerism and serviceto others

0]
0
0]

Serve as guide for annual neighborhood Holiday House Tour and host for Arts Festival.
Walk neighborhood security patrols for Police And Citizens Together Against Crime.
Volunteer golf coach at Boys and Girls Club of Rochester.

REFERENCES

Available upon request.
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REFERENCES

References are letters or verbal statements by people who would be willing to give a description of your
background. Employers contact the references for verification of your professional work ability and your
personal character. Employers are most interested in professional references who can describe specific

skills.

Professional references should be able to:

U Describe specific work skills you have demonstrated on the job.

U Verify quality of work and work habits - to include concern for work,
conscientiousness, willingness to do more than required, and accepting
responsibility.

U Comment on interpersonal relations with other students, co-workers and
supetrvisor.

U Examples of professional references: instructors, present and former
employers, work study or co-op supervisor.

Character references should be able to:

U Describe personal qualities, such as honesty, reliability, sensitivity to
others, and stability.

U Verify contacts with you, for example: known family for five years,
worked on committee together, sponsored Scouts together.

U Examples of character references - friend of the family, neighbor,
people from organizations you belong, lawyer or doctor.

ON THE AVERAGE, THREE TO FIVE REFERENCES ARE RECOMMENDED.

Credential/Reference File
The Career and Transfer Center, as a service to students, assists students in establishing a
credential/reference file and will send the file to an employer when references have been requested. To

find out more about a credential file, make an appointment in the Career and Transfer Center.

It is helpful to inform references (1) as to the type of job you are seeking, and

(2) the skills you feel qualify you for that job.

Once you have accepted a job, it is a good idea to write or call your references to thank them and

let them know you have succeeded in your job search. See page 18 for a sample thank you letter.
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Example of a Reference Page

Jared Skye

328 West Main Street

Apart ment

iskye@alaskapacific.edu

2

A

Bat avi a,

References:

Maureen Leupold

Advisor, Environmental Science Department
Associate Rofessor of Biology

Genesee Community College

One College Road

Batavia, NY 14020

(585) 343.0055 Ext. 6394
maleupold@genesee.edu

George Squires

District Manager

Genesee County SWCD

29 Liberty Street, Suite #3
Batavia, NY 14020

(585) 343.2362

George. Squires@ny. nacdnet. net

Dr. Martin G. Kelly

Instructor of Biology
Genesee Community College
One College Road

Batavia, NY 14020

(585) 343.0055 Ext. 6629
mgkelly@genesee.edu
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