Creating a Resume

1. Open Microsoft Word

2. Go to “File”, choose “New”

3. Then choose “Other Documents”

a. If this is not an option, search Templates to find a resume (on right of screen, usually)

4. Choose the resume template that you would like to use

5. Delete the “Interest” section and replace with “References”

6. Delete the “Tips” section completely

7. Replace all of the existing text with your own information

8. Submit through Blackboard, not by e-mail.
If you do not have Microsoft Word, please see the two examples on page 2 and 3.  You can also look at our collection of former student resumes.  Yours should be similar in design.

Tips

1. Sound Professional

	Instead of…
	Try…

	Did
	Completed

	Cooked
	Prepared

	Babysat
	Provided child care

	Cleaned
	Performed light housekeeping duties


2. Do not use the following words:  Work, got, done, did

3. References must have addresses and phone numbers

4. Check spelling before turning in this resume

5. Make your objective fit the job you are trying to get, or make it vague.

This is an example of a vague objective:

To obtain a position in a fast-paced environment

This is an example of a more specified objective:

To obtain a challenging position assisting children with special needs 

Please understand that I expect to see a quality resume.  You will continue to redo your resume until it is considered the best we can make it!

	1577 E. Surtle Lane

Southridge, SC  12563
	989-778-9856

bensonmax@ahoo.com


Max Benson

	Objective
	To obtain full-time employment

	Experience
	1990–1994
Arbor Shoe
Southridge, SC

National Sales Manager

· Increased sales from $50 million to $100 million

· Doubled sales per representative from $5 million to $10 million

· Suggested new products that increased earnings by 23%

	
	1985–1990
Ferguson and Bardell
Southridge, SC

District Sales Manager

· Increased regional sales from $25 million to $350 million

· Managed 250 sales representatives in 10 Western states

· Implemented training course for new recruits — speeding profitability

	
	1980–1984
Duffy Vineyards
Southridge, SC

Senior Sales Representative

· Expanded sales team from 50 to 100 representatives

· Tripled division revenues for each sales associate

· Expanded sales to include mass market accounts

	
	1975–1980
LitWare, Inc.
Southridge, SC

Sales Representative

· Expanded territorial sales by 400%

· Received company’s highest sales award four years in a row

· Developed Excellence In Sales training course

	Education
	1971–1975
Southridge State University
Southridge, SC

· B.A., Business Administration and Computer Science

· Graduated Summa Cum Laude
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A challenging position in the law enforcement field, in which I can use my skills and training to support your department and community.





Fulton Adult/Alternative Education, Middleton, MI


Graduated June 2007





Garr Tool Company, Alma, MI


Machinist, February 2004 - July 2005


Set up and operated machines to make drills


Worked with computer programs to make diagrams of tools


Worked in Receiving Department


Provided general maintenance 





Delphi Saginaw Steering Systems, Saginaw, MI


Supervisor, October 2002 - August 2003


Supervised 30 hourly employees 


Organized and facilitated monthly meetings


Interacted with a diverse group of people


Enforced all disciplinary actions on line


Scheduled and took care of employee time sheets, vacations, etc.





Microsoft Word, PowerPoint, Excel, WordPerfect and Internet








John Mayer			Samantha McCall		Keith President


Supervisor			Coordinator			Coach


Garr Tool			Delphi Saginaw Steering	Alma College


5674 Monroe Avenue		756 West Street		3887 Wright Avenue


Alma, MI 48880		Saginaw, MI 67844		Alma, MI 48801


(989) 463-1092		(989) 675-1882		(989) 463-1822











