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Resume Writing Principles 
 

A resume is the beginning step in conducting a well-planned job or internship search. The primary purpose of a resume is 

to market your skills, education, and accomplishments in such a way that you are invited for an interview.  A good resume 

is visually pleasing and makes it easy for a recruiter to identify you as a qualified candidate. 
 

Getting Started 
 

Here are a few things to consider as you get started on your resume: 

 Determine the skills and knowledge needed for a specific position. Use the company position description, website 

and O*NET (http://online.onetcenter.org) for a list of qualifications, key words, and industry jargon. 

 Make a list of experiences you have had. Experiences may be paid positions, volunteer experiences, internships, 

research, class or extra-curricular projects, or any experience in which you developed relevant skills for the 

position the organization is hiring. 

 Identify your past responsibilities and accomplishments that best match the position requirements.  Use these 

skills and experiences to show you can do the job well. 
 

Resume Checklist 
Overall: 

 Tailored to a specific position  

 Most important and relevant information comes first 

 Customized headings utilized (Examples: Customer Service Experience, Leadership Experience, Research 

Experience, etc.) 

 Unique; Templates are NOT used 

 A variety of qualifications and experiences are highlighted (Examples: employment, volunteer experience, 

campus involvement, athletics, community service, honors and awards, and computer skills) 

 Remains honest and accurate throughout 

 References are not included on resume  

 Printed on a heavy weight resume paper in a professional color like ivory or white 

 

Layout/Appearance: 

 Neat, concise, and easy to read 

 Topic headings (including your name!) stand out and are formatted consistently 

 Remains consistent throughout (Examples: fonts, spacing, punctuation) 

 Well organized and professional looking 

 

Content: 

 Free of grammatical and spelling errors 

 If more than one address or phone number is used, it is clear when each is to be used 

 All schools, degrees, areas of concentration, relevant academic experiences, courses and honors are presented if 

applicable 

 Personal pronouns are not used (I, me, my, them, their) 

 Quality skill phrases (see page 4) are used and begin with action verbs.  They describe experiences in simple, 

action-oriented statements, noting facts and figures when appropriate 

 Experiences are presented  in reverse chronological order (most recent experience comes first) and if not, there is 

logic behind the presentation 

 Skills are presented in the language of potential employers, the industry, or profession 

 Personal information such as age, relationship status, and photos that could be used to discriminate against you is 

left out 
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Example Resume 
 Each resume is unique and has different sections.  This resume shares general tips.  Look at  

the next page, as well as additional resumes in this packet, for more section options. 
 

 

Jack L. Johnson 
 
 

Objective 
 

To obtain a Marketing Assistant position at General Mills 
 

Summary of Qualifications/Accomplishments  
 

 3 years of banking and customer service experience  

 Fundamental knowledge in business including accounting, marketing, and finance 

 Proficient in QuarkXPress, InDesign, iMovie, Adobe Illustrator, and Microsoft Office  
 

 

Education 
 

Bachelor of Science in Marketing Communications 

University of Wisconsin-River Falls, May 2010 

GPA 3.54/4.0 
 

Associate in Applied Science 

Program: Meeting and Event Management 

Fox Valley Technical College, Appleton, WI, May 2008 

 

 Internship Experience 
 

Marketing Intern, Hilton Airport Hotel, St. Paul, MN, 2009-Present 

 Created and designed promotional materials for corporate and guest events utilizing 

Adobe design programs (InDesign, Illustrator, Photoshop) 

 Conducted satisfaction evaluation of hotel guests by collecting data from an online 

survey created through Survey Monkey 

 Assisted Marketing Manager by researching hospitality marketing trends 
 

Customer Service Experience 
 

Customer Service Representative, State Farm Insurance, Edina, MN, 2007-2009 

 Dealt with all aspects of marketing, sales, application, underwriting, and claims as 

part of two person team in beginning insurance organization 

 Completed payroll and agent’s expense account reimbursements on a bi-weekly basis 

 Developed computerized accounting system independently to improve the efficiency 

of the office 
 

Activities/Volunteer/Organizations 
 

Member, Smiles 4 Kids, 2009-Present 

Participant, Political Campaign, 2008-Present 

Member, Business Association, 2007-Present 

Hospitality Chair, Phi Theta Kappa, 2007 

Member, UWRF Habitat for Humanity, 2006-2007 

 

Awards/ Honors/Recognition 
 

Phi Kappa Phi International Honor Society  Chancellor’s Award, 2006 

Junior Merit for Academic Achievement   Dean’s List 

111 East Avenue, River Falls, WI 54022, (715) 555-4527 

Jack.Johnson@yahoo.com, Web Portfolio: www.uwrf.edu/~w11234567 

Name Heading Tips: 
 Name should clearly stand out 

 Use larger, bolder font 

 Address should not contain 

abbreviations (other than state) 

 Email and phone message 

should be professional (not 

gonefishin@yahoo.com) 

 Include a personal website if 

professional and current 

 
Objective Tips (Optional): 
 Objective is clear, specific, and 

concise 

 
Summary Tips (Optional): 
 Overview of your most 

marketable skills mirrors 

position description 

 Effective in focusing the 

attention of the employer 

 
Education Tips: 
 State your degree/certification 

earned, field of study, name of 

institution, date of graduation 

 List most recent degree first, 

then previous degrees below in 

reverse chronological order 

 If worried about age 

discrimination, do not list 

graduation date 

 Omit high school diploma  

 List GPA, Dean’s List, Cum 

Laude and other honors last (or 

list honors at bottom) 

 

Experience Tips: 
 Highlight most relevant 

experience(s) first 

 Arrange in order of importance 

based on the position you are 

applying for 

 Paid as well as volunteer 

experiences may be relevant 

 Utilize special headings to 

attract reader’s attention 

 Develop bulleted statements 

below position title (Skill 

Phrases, see page 4) 

 

Activities/Volunteer/ 

Organization Tips: 
 List memberships related to 

career path 

 Be mindful employers may 

have different views on 

religion and certain political 

affiliations; consider leaving 

political and religious 

affiliations neutral on resume 

 
Honors/Awards/ 

Recognition Tips: 
 Let the employer know of any 

awards or recognition you may 

have received, if timely and 

appropriate 
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Suggested Resume Headings 

Most individuals are surprised to learn that there are many different ways to organize the information you 

include on a resume. Ideally, your resume should be organized to highlight relevant experiences and activities. 

Below is a sampling of appropriate resume headings.
 

Objective:  

 Objective 

 Career Objective 

 Professional Objective 

 

Qualifications & Accomplishments: 

 Career Profile 

 Areas of Expertise 

 Career Highlights 

 Professional Skills 

 Summary of Qualifications 

 Experience Summary 

 Experience Highlights 

 Achievements 

 Career Achievements 

 
Education: 

 Education 

 Educational Preparation 

 Relevant Coursework 

 Related Coursework 

 Related Class Projects 

 Academic Training 

 Special Training 

 Certification 

 Credentials 

 Educational Highlights 

 Course Highlights 

 International Study 

 Senior Research Project 

 Continuing Education 

 
Awards & Honors: 

 Honors and Distinctions 

 Special Honors 

 College Distinctions 

 Scholarships 

 Honors and Awards 

 
 

 

Relevant Experience: 

 Any keyword to summarize like experiences 

 Business Experience 

 Accounting Experience 

 Customer Service Experience 

 Marketing Experience 

 Research Experience 

 Professional Highlights 

 Employment History 

 Work Experience 

 Related Experience 

 Internship Experience 

 Volunteer Experience 

 Leadership Experience 

 Management Experience 

 Military Experience 

 

Other Related Experience: 

 International Experience 

 Travel Abroad 

 Technical Skills 

 Computer Skills 

 Laboratory Skills 

 Language Competencies 

 Presentations 

 Publications 

 Conferences Attended 

 

Activities & Memberships: 

 Professional Activities 

 Community Activities 

 Extracurricular Activities 

 College Activities 

 Memberships 

 Professional Organizations 

 Professional Memberships 

 Professional Affiliations 

 Professional Development 

 Campus Involvement 

 Campus Leadership 

 Community Service 
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What Employers Seek 
 

Below is a list of skills employers search for that you should highlight in your resume. 

 

 Communication skills    

 Strong work ethic  

 Teamwork skills (works well with others) 

 Initiative 

 Analytical skills 

 Computer skills 

 Flexibility/adaptability 

 Interpersonal skills (relates well to others) 

 Honesty/integrity 

 Problem-solving skills  

 Technical skills 

 Detail-oriented 

 Organizational skills 

 Self-confidence 

 Leadership skills 

 Tactfulness 

 Friendly/outgoing personality 

 Creativity 

 Strategic planning skills 

 Entrepreneurial skills/risk-taker 

 Sense of humor

     

Courtesy of NACE: Job Outlook 2009 

 

Writing Effective Skills Phrases 
 

A skill phrase is a bulleted statement describing the skill you gained and duties performed while in a certain 

position.  Effective skill phrases are the most important part of your resume.  There are several different formats 

for writing them, but in general, we recommend that skill phrases:  

1.) Begin with an action verb (see next page for extensive list) 

2.) Highlight a specific and unique skill or experience 

3.) Quantify the result, if possible 

It is important that you try to include “buzzwords” related to the industry and position to which you are 

applying.  Skill phrases are typically 1-2 lines in length. A good skill phrase is concise, but also complete. 

 

 

 

 

 

 

 

 

 

 
Courtesy of: The University of Miami, Toppel Career Center 

 

Examples: 

 Conducted new hire orientations to help acclimate new restaurant employees by hosting facility tours, 

explaining policies, completing necessary paperwork, and answering questions 

 Developed rapport with clients by answering questions, locating merchandise, and resolving conflicts in a 

professional manner which increased floor sales by 14%  

 Managed a herd of 50 high producing cows by following daily milking procedures to ensure high quality milk 

This part of the formula is a 

description of your job tasks and 

duties.  If you include only this as 

an accomplishment statement, you 

are not really describing what you 

ACCOMPLISHED.  However, this 

is the starting point for your 

statement. 

This is the MOST 

IMPORTANT PART OF THE 

FORMULA.  When you pair 

the SKILLS you used along 

with what you did, you are 

communicating much more 

information to the reader. 

When you can describe the types 

of results you achieved through 

the skills you used, you will 

have written a comprehensive 

accomplishment statement 

which will result in a better skill 

phrase describing your unique 

contributions. 

+ = 

What I Did Skills I Used Results I Got 
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Action Verbs & Self-Descriptive Words 
 

Abstracted 

Achieved 

Acquired 

Acted 

Active 

Adaptable 

Adapted 

Addressed 

Administered 

Advertised 

Advised 

Advocated 

Aggressive 

Aided 

Allocated 

Ambitious 

Analytical 

Analyzed 

Answered 

Anticipated 

Appealed 

Applied 

Appraised 

Approved 

Arbitrated 

Arranged 

Ascertained 

Assembled 

Assertive 

Assessed 

Assigned 

Assisted 

Attained 

Attended 

Attentive 

Audited 

Augmented 

Authored 

Authored 

Authorized 

Balanced 

Bolstered 

Briefed 

Broad-Minded 

Brought 

Budgeted 

Built 

Calculated 

Capable 

Cared 

Catalogued 

Centralized 

Chaired 

Charged 

Chartered 

Checked 

Clarified 

Classified 

Coached 

Collaborated 

Collected 

Comforted 

Communicated 

Compared 

Competent 

Competitive 

Compiled 

Completed 

Complied 

Composed 

Computed 

Conceived 

Conceptualized 

Conducted 

Confident 

Conscientious 

Conserved 

Consistent 

Consolidated 

Constructed 

Constructive 

Consulted 

Contracted 

Contributed 

Controlled 

Converted 

Cooperated 

Coordinated 

Copied 

Correlated 

Corresponded 

Counseled 

Created 

Creative 

Critiqued 

Cultivated 

Dealt 

Debated 

Decided 

Decreased 

Defined 

Delegated 

Delivered 

Demonstrated 

Dependable 

Descriptive 

Designed 

Detected 

Determined 

Developed 

Devised 

Diagnosed 

Diplomatic 

Directed 

Disciplined 

Discovered 

Discreet 

Discriminated 

Dispatched 

Displayed 

Dissected 

Documented 

Drafted 

Drew 

Drove 

Economical 

Edited 

Educated 

Efficient 

Eliminated 

Empathized 

Enabled 

Encouraged 

Energetic 

Enforced 

Engineered 

Enlightened 

Enlisted 

Ensured 

Enterprising 

Enthusiastic 

Established 

Estimated 

Evaluated 

Examined 

Exceeded 

Excelled 

Executed 

Expanded 

Expedited 

Experimented 

Explained 

Explored 

Expressed 

Extracted 

Extroverted 

Fabricated 

Facilitated 

Familiarized 

Fashioned 

Financed 

Fixed 

Followed 

Forecasted 

Formulated 

Fostered 

Founded 

Friendly 

Funded 

Gained 

Gathered 

Gave 

Generated 

Governed 

Guided 

Handled 

Headed 

Helped 

Hired 

Honest 

Identified 

Illustrated 

Imagined 

Implemented 

Improved 

Improvised 

Inaugurated 

Increased 

Indexed 

Indicated 

Industrious 

Influenced 

Informed 

Initiated 

Inspected 

Installed 

Instituted 

Instructed 

Integrated 

Interpreted 

Interviewed 

Introduced 

Invented 

Inventive 

Inventoried 

Investigated 

Judged 

Launched 

Learned 

Lectured 

Led 

Lifted 

Listened 

Located 

Logged 

Logical 

Loyal 

Made 

Maintained 

Managed 

Manipulated 

Mapped 

Marketed 

Mastered 

Maximized 

Mediated 

Memorized 

Mentored 

Met 

Methodical 

Minimized 

Modeled 

Moderated 

Modified 

Monitored 

Motivated 

Narrated 

Negotiated 

Objective 

Observed 

Obtained 

Offered 

Operated 

Optimistic 

Ordered 

Organized 

Originated 

Overcame 

Overhauled 

Oversaw 

Participated 

Perceived 

Perfected 

Performed 

Personable 

Persuaded 

Planned 

Pleasant 

Positive 

Practical 

Practiced 

Precise 

Predicted 

Prepared 

Presented 

Prioritized 

Processed 

Produced 

Productive 

Programmed 

Projected 

Promoted 

Proposed 

Protected 

Proved 

Provided 

Publicized 

Published 

Purchased 

Purchased 

Queried 

Questioned 

Quick 

Raised 

Ran 

Ranked 

Rationalized 

Read 

Realistic 

Reasoned 

Received 

Recommended 

Reconciled 

Recorded 

Recruited 

Reduced 

Referred 

Reflective 

Rehabilitated 

Related 

Relied 

Remodeled 

Repaired 

Reported 

Represented 

Researched 

Resourceful 

Respective 

Responded 

Responsible 

Restored 

Retrieved 

Revamped 

Reviewed 

Scanned 

Scheduled 

Schemed 

Screened 

Self-Confident 

Self-Reliant 

Sensible 

Set Goals 

Shaped 

Sincere 

Skilled 

Solicited 

Solved 

Sophisticated 

Specialized 

Specified 

Spoke 

Stimulated 

Strategized 

Streamlined 

Strengthened 

Stressed 

Studied 

Substantiated 

Succeeded 

Successful 

Summarized 

Supervised 

Supplied 

Supported 

Surveyed 

Sustained 

Symbolized 

Synthesized 

Systematized 

Tabulated 

Talked 

Taught 

Tested 

Theorized 

Trained 

Translated 

Tutored 

Upgraded 

Utilized 

Validated 

Verified 

Visualized 

Won 

Wrote 
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Applying Online 
 

Employers accept online applications in various formats, and each employer will prefer a specific format.  The 

important thing is to understand the format the employer is asking for.  Some accept emails with attachments, 

some prefer the resume in the body of the email, some accept scannable resumes, while others will accept 

resumes only through their online application system.  It is critical to read employers’ web sites for 

instructions describing how they prefer to receive resumes.  Below are tips you may utilize when applying 

online.    

 

Sending your resume as an attachment: 

 Give your document a name the employer will easily recognize, such as “UnderwoodResume.doc”, not 

a generic name like  “resume.doc” 

 If sending as a .doc, use fonts such as Times, Verdana, Courier or Ariel 

 If using fonts other than the above, you may want to send a second .pdf version of your resume, just in 

case the employers cannot view your resume properly. 

 

Sending your resume in the body of an email message: 

 Choose to send the email as “Text Only,” not “HTML” 

 Cover letter appears before resume 

 Do not include special fonts, color, underlining or bullets.  To highlight text use all caps, hyphens and 

asterisks 

 Send a test email to yourself and a friend before you send to an employer to ensure it is readable 

 

Sending a Scannable Resume: 

Some employers utilize resume database tracking systems.  They scan incoming resumes into a database 

system, and when openings become available, they retrieve resumes using relevant keywords.  Some 

companies may mention on their website if they scan resumes.  

 

 Include buzz/industry words (abbreviations, major, skills, etc.) throughout the resume 

 Use 10-12 point font, to highlight use all bold or CAPITAL letters 

 No italics, underlining, special fonts, multiple columns, bullets, lines or boxes 

  For hard copy: 

o Laser printed on white or very light paper; no flecks or heavy paper 

o Do not fold or use staples 

 For e-mailing an attachement: If the employer has not given you exact preferences, do both of the 

following to be safe: 

o Attach your scanner-friendly resume as an MS Word document or .pdf and 

o Copy and paste the text from your resume into in the body of your email.  Review the content 

and correct unusual formatting issues 

 
Courtesy of: University of California-Berkeley Career Services 

 
UWRF Hire-a-Falcon 

 

Create an account and upload your resume into the UWRF Hire-a-Falcon system and a Career Peer Advisor 

will critique it for you with recommendations for how you may improve your resume and will be emailed back 

to you.  You may choose in your account profile to have your resume referred by Career Services to jobs and 

internships that you qualify for.  You may also use Hire-a-Falcon to sign up for interviews on campus.  To 

make an account, visit www. Myinterfase.com/uwrf/students.  
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Susanne Larson 
Current: 1200 Sycamore Avenue ♦ River Falls, WI 54022 ♦ (715) 555-1234 

Permanent: 198 Sylla Drive ♦ Eau Claire, WI 54701 ♦ (715) 555-4567 ♦ susanne.larson@gmail.edu 
 

EDUCATION 
 

Bachelor of Social Work  

University of Wisconsin-River Falls (UWRF), May 2013 

Major GPA 3.5/4.0 
 

SOCIAL WORK EXPERIENCE 
 

Advocate, Turningpoint for Domestic Abuse, River Falls, WI        2009-Present 

 Assisted clients by regulating medication as well as providing financial, emotional, and social support 

 Counseled clients in individual and group settings to effectively address concerns and questions 

 Answered 24-hour hotline to provide counseling referral information and advocacy 

 Interacted with children ages 5 to 15 to ensure comfort and adjustment to new surroundings 

 Assured that clients’ immediate and long term needs were met throughout their stay at the shelter 

 Reviewed the house rules with clients on a weekly basis to ensure safety and understanding 

 Documented every phone call to maintain state and national funding 

 Consulted with co-workers to ensure conformity with information regarding clients 

 Learned to set boundaries and handle conflict in a positive and professional manner 

 

ADDITIONAL EXPERIENCE 
 

Career Peer Advisor, UWRF Career Services, River Falls, WI                   2007-Present 

 Assisted a wide range of students and alumni with various career advice such as cover letter and resume 

writing and creating a professional portfolio 

 Conducted career workshops on a variety of career topics to groups of 10-30 students on campus 

 Collaborated with a team of six other peer advisors on projects such as bulletin boards, career handouts 

and coordinating campus activities 
 

Desk Worker, Buck Hill Ski School, Burnsville, MN        2006-2008      

 Facilitated answers to questions for a diverse population of customers as well as helped them register 

for appropriate ski classes while providing excellent customer service 

 Collaborated and prioritized with co-workers to determine tasks for the day, such as display case 

arrangements and ski equipment clean up 

 Assigned lessons to ski and snowboard instructors to ensure customer satisfaction 
  

Information Specialist, UWRF Career, Counseling and Student Health, River Falls, WI                   2007-2008 

 Managed the overall office functions which included supervising a staff of three, answering phone class 

and scheduling appointments 

 Trained three staff members on the operations of the office, from phone etiquette to data entry 
 

 

ACTIVITIES & VOLUNTEER EXPERIENCE 
 

Member, University of Wisconsin-River Falls Student Social Work Association, 2009-Present 

Volunteer, Kids’ Care Center, River Falls, WI, 2008-Present 

Volunteer, Kinnickinnic Domestic Abuse Shelter, River Falls, WI, 2006-Present 
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Current Address:                          Permanent Address: 

1009 Johnson Street                                    20401 13th Place 

River Falls, WI 54022                        Cashton, WI 54619  

(715) 425-2222                    (608) 555-4444 
 

 

EDUCATION 
 

Bachelor of Science in Horticulture, May 2012 

Minor in Business Administration 

University of Wisconsin-River Falls (UWRF) 

Wisconsin in Scotland, Study Abroad 

 
HORTICULTURE EXPERIENCE 

 

Sales Manager Assistant/Production Manager Assistant, The Plant Agency, Encinitas, CA        Summer 2009 

 Supervised and coordinated schedules for 30 employees, created additional training opportunities and 

disciplined tardiness or absenteeism to ensure quality work 

 Commended on providing a positive work atmosphere which increased employee motivation and output 

 Communicated daily with co-workers of very diverse backgrounds in morning kick-off meetings,  promoting 

open communication at the beginning of every work day 
 

Nursery Assistant Intern, Krueger Nursery, Hixton, WI                                                            Summer 2008 

 Organized nursery stock to enhance plant health and visual appeal to enhance sales as well as recommended 

specific plants based on customer’s needs/wants 

 Supervised a two person installation crew, in charge of $2,000 worth of plants and landscape materials, on the 

installation of a pool landscape design to the client’s approval  

 Assisted in lot organization and sales, therefore making the plants easier to find and sell 

 Strengthened my identification skills of ornamental plants 

 Upgraded the nursery’s planting beds to increase the aesthetics of the area 

 Maintained the ornamental plants, allowing them to grow to their full ability 
 

Landscaping Maintenance Technician, Frei Built Homes, Whitehall, WI                             Summer 2007 

 Designed landscape plans for lots, which resulted in a more natural and comfortable setting  

 Discussed maintenance requirements of certain plants, increasing their chances of survival  

 Communicated with renters about their landscaping needs to ensure a desirable atmosphere 

 Installed landscaping hardscapes, such as edging and concrete paths  
 

Turf and Plant Care Provider, Staff Residence, Whitehall, WI                                                                Lifetime 

 Designed a large perennial planting bed  

 Successfully maintained the lawn and landscape by utilizing a lawnmower, rototiller, and tractor 

 Assisted in general farm labor duties; planting, weeding, spraying, watering, etc. 

 
ADDITIONAL WORK EXPERIENCE 

 

Sales Floor Team Member, Target, Hudson, WI                      September 2008-Present 

Sales Associate, Kohl’s, Eau Claire, WI & Woodbury, MN                September 2006-August 2008 

 
ACTIVITIES & VOLUNTEER EXPERIENCE 

 

 

UWRF Horticulture Society 

Green Tree Expo Volunteer 

Minnesota State Horticulture Society 

Perennial Plant Association 

Floral Evaluation Team 

Minnesota Nursery and Landscape Association 

SALLY BAUER 
sbauer@aol.com 
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Jennifer Scott 
1200 Foxglove Way      Hudson, WI 54016      (715) 425-2222      scott@gmail.com 

 

SKILLS SUMMARY 
 

 Five years successful experience in sales 

 Solid communication skills in English and Spanish 

 Creative and resourceful in generating new ideas and solving problems 

 Special talent for quickly developing rapport and relating with people 

 Highly experienced with Microsoft Office: Access, Power Point, Publisher, and Word 

 Hardworking and highly motivated 
  
 

EDUCATION 
 

Bachelor of Science, Business Administration  

Emphasis in Marketing 

University of Wisconsin-River Falls (UWRF), December 2011 

McNair Scholar 
 

 

     SALES/CUSTOMER RELATIONS EXPERIENCE 
 

 Helped 3M build customer relations by conducting 200+ phone interviews to assess customer needs 

 Created a loyalty program for 3M customers, which consisted of gathering data, meeting with clients, 

and working on a team of 3 to complete the program 

 Successfully encouraged repeat business by providing outstanding customer service on a daily basis 

 Completed self-study course “Selling Skills” that enhanced persuasive selling skills 

 Assisted customers with information about quality and prices, and helped them locate items 

 Ensured customer satisfaction by assisting customers with questions and concerns, which increased 

floor sales by 14% 
 

COMMUNICATION SKILLS 
 

 Created an Access database for 3M to communicate effectively with customers 

 Experienced in developing rapport with a diverse population of customers to meet their individual needs 

 Designed flyers and signs used to promote campus events to various student groups and organizations 

 Raised more than $500 through fund raising for a nonprofit organization that provided assistance to 

children with disabilities 
        
 

MARKETING AND SALES EXPERIENCE 
 

Marketing Intern, 3M Puerto Rico Inc, Carolina, Puerto Rico, Spring 2009 

Sales Associate, Fashion Bazaar, San Juan, Puerto Rico, Summer 2008 

Sales Associate, Infinito, Humacao, Puerto Rico , Summer 2007 

Sales Associate, Aloha, Puerto Rico, 2006 
 

 

ADDITIONAL EXPERIENCES 
 

Member, Business Association, UWRF 

Member, Alpha Sigma Alpha, UWRF 

Member, International Club, UWRF 

Participated in the National Student Exchange Program, UWRF 
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Travis Pressler 
 

 

 

Summary of Qualifications 
 Over 3 years in crop production and scouting 

 Lifetime of experience in farming including crop cultivation and dairy and beef herd management 

 Outstanding communication skills; commended on customer service skills 
 

Education 
Bachelor of Science in Crop and Soil Science    May 2012 

Minor: Agronomy         GPA: 3.5, Dean’s List 

University of Wisconsin-River Falls (UWRF) 

 

Related Coursework  
Integrated Pest Management 

Crop Physiology 

Farm Management 

Organic Chemistry  

Weed Control 

Soil and Water Conservation 

Biometrics 

Genetics 

Plant Pathology 
 

Agriculture Experience 
Crop Production Specialist Intern, Agri-Source, River Falls, WI   2008-Present 

 Developed test plot for technical training by accurately testing all soil to ensure content quality 

 Conducted independent research and analysis on the success of various herbicides on crop production 

further expanding knowledge 

 Applied a broad range of herbicides to determine the best use of herbicides on several crops 

 Demonstrated herbicide usage to several farming communities to ensure customer satisfaction  

 Acquired precision mapping skills with Global Positioning Satellite System (GPS) allowing an accurate 

location process  

 Utilized Step I/Step III mapping with AgriSource soil and tissue analysis further strengthening 

observational and analytical skills 
 

Crop Scout, Pioneer Hi-Bred International, Indianapolis, IN    Summer 2008 

 Managed 6,000 acres of corn and soybeans increasing production by 5% 

 Identified weeds, insects, and diseases in order to apply the proper pesticide and herbicide 

 Sampled soil for levels of herbicide and pesticide to ensure a healthy crop 

 Developed strong and positive organization and customer relations by implementing excellent 

communication skills 
 

Farm Assistant, Wenzel Farm, Lake City, MN      Lifetime 

 Successfully participated in crop cultivation and production, expanding process knowledge 

 Managed dairy and beef herds, including feeding, vaccinating, marketing and selling of herds, which 

required attention to detail and teamwork 

 

Extracurricular Activities 
ASA Crop Judging, UWRF 2007-2009 

 Competed at national level 

 Involved with seed and weed  

identification 

      Current Address: 472 West Johnson  River Falls, WI 54022  (715) 411-6258 

      Permanent Address: 4751 6
th

 Circle East  Hastings, MN 55555  (651) 426-2852  travis.pressler@uwrf.edu 

 

Crops and Soils Club, UWRF 2007-2008 

 Elected to Vice President position 

 Managed fundraising and increased 

profits by 20% 
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DEBRA ANNE THOMAS 
4115 East Avenue 

St. Charles, MN 55972 
(507) 326-1008 

                               
 
 

EDUCATION 
 

Bachelor of Science in Sociology 
Minors: Criminal Justice and Spanish 
University of Wisconsin-River Falls (UWRF) 
May 2013, GPA 3.2/4.0 

 

CRIMINAL JUSTICE EXPERIENCE 
 

 Investigator          2008-Present 
U.S. Pre-trial Services        St. Paul, MN  

 Collected, verified, and reported pre-trial release information to judicial officers, further 
developing organizational skills 

 Advised judicial officers on release or detention of defendants 

 Recommended appropriate conditions of release to assist co-workers in procedures 

 Tested urine samples using the Syva Emit Drug Testing Machine and displayed strong 
attention to detail 

 Supervised defendants released to Pre-trial Services to monitor behavior 

 Contracted halfway houses for released persons to aide in the next step from pre-trial 
services 

 Became familiar with federal statutes, case laws, and legal operations through reading 
past cases and court appearances 

 

CUSTOMER SERVICE EXPERIENCE 
 

 Sales Associate         2007-2009 
Shopko          River Falls, WI  

 Maintained organization standards of merchandise presentation, signs, and displays to 
create attracting images for customers 

 Handled customer complaints courteously and applied company policy appropriately to 
ensure the satisfaction of the customers 

 Processed bills and reported shortages of inventory to district manager in order to 
inform the need to re-supply goods 

 
 Office Assistant         2007 

UWRF  Political Science Department      River Falls, WI   

 Developed a thorough knowledge of the Political Science department practices and 
procedures through daily interaction with faculty and students 

 Operated phone lines and routed incoming questions to appropriate personnel 

 Enhanced communication skills by cooperating with persons both over-the-phone and  
face-to-face daily 

 
 

debra.a.thomas@uwrf.edu www.uwrf.edu/dthomas_portfolio   
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DEBRA ANNE THOMAS 
Page 2 

 
 

 
CUSTOMER SERVICE EXPERIENCE (Cont.) 
  

Laboratory Assistant         2006-2008 
Mayo Medical Center        Rochester, MN   

 Processed medical specimen data and accurately followed proper procedures to be 
certain tasks were completed correctly 

 Classified medical specimens in a documentation system for specific departmental 
testing, which reflected organizational skills 

 Compiled office procedure manuals for Mayo Medical Laboratory to assist in the training 
of new employees  

 
 Courier          2006 

Mayo Medical Center        Rochester, MN   

 Delivered patients’ dismissal summaries to their charts and answered any last minute 
questions before their release to provide clarification of health procedures  

 Sharpened interpersonal skills by interacting with doctors, nurses, and patients daily 

 Composed Transcription Department statistics for the quarterly report to enable 
accurate department information 

 

ACTIVITIES/AWARDS 
 

Women's Hockey Team Member – 2009-Present 

Mayo Foundation Scholarship – Academic Merit, Awarded to one student every year 

St. Charles Volunteer Fire Dept. Scholarship – Academic Award, GPA 3.5+ 

St. Charles Women of Today- Outstanding Senior Scholarship
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Betty Thomas                                                          
1003 Idaho Avenue  River Falls, WI 54022   715-523-8425   betty.thomas@uwrf.edu   www.uwrf.edu/betty 

 

Summary of Skills 
 Professional with a solid art and design background  Good eye for color and a strong spatial relations aptitude 

 Highly organized and creative, from conception through the finished product  

 Over 4 years of production and illustration experience  Polished communication and team working skills 

 

Education  
Bachelor of Fine Arts in Broad Area Art 

University of Wisconsin-River Falls, May 2012 

Dean’s List, Major GPA 3.8 
 

Associate in Arts Degree 

Anoka-Ramsey Community College, May 2009 
 

Art Experience 
Production Artist, Longview Fibre Company, Milwaukee, WI (November 2009-Present) 

 Created various illustrations for advertisements within the organization, including flyers and posters, to 

enhance organization images  

 Distributed work assignments amongst the 15 person staff and ensured the department submitted projects in 

a timely manner 

 Trained and supervised 25 new employees on the process of pre-press imagery for the flexography package 

printing industry to assist with productivity 

 Displayed mock-ups of new technical illustrations for a regional sales promotion to improve the company 

image 
 

Project Manager, Layton Gallery and Brooks Stevens Gallery, Milwaukee, WI (August 2005- June 2009) 

 Served as a representative of visiting artists – managed artwork, travel arrangements, and fees 

 Designed monthly layout of gallery as well as the installation of art shows to create an appealing exhibit 

 Trained and supervised 30 student workers on designing and executing the show titles artwork 
 

Freelance Experience 
 Produced exhibition materials and designed exhibition report cover, Client: Ann Taut (September 2008) 

 Illustrated holiday greeting poster, Client: Tekra Corporation (October 2007) 

 Created retail window illustration and designed Summerfest t-shirts, Client: Village Center (May 2007) 

 Wellness publication illustrations, Client: Outpost Exchange  (Monthly 2006-2007) 
 

Additional Experience 
Program Assistant, Milwaukee Museum of Art, Milwaukee, WI (September 2008-August 2009) 

 Hosted the music gallery and provided tours on the museum’s highlights to all audiences 
 

Production Assistant, Fast Signs Incorporated, Milwaukee, WI (January 2007- July 2009) 

 Experienced in all aspects of pressure sensitive vinyl application  
 

Head Cashier, Outpost Natural Foods, Milwaukee, WI (June-December 2007) 

 Managed all cashiers during shifts to ensure customers’ needs were met promptly 
 

Computer Experience:  Macintosh Platform 
Adobe Illustrator  QuarkXPress   Microsoft Publisher 

Adobe Photoshop  Microsoft Word  Microsoft PowerPoint 
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Current Address                Permanent Address 
135 South 3rd Street                  766 Coyote Avenue 
River Falls, WI 54022                          Woodbury, MN 55027 
(715) 481-9842                                                   (612) 745-9625 
 

OBJECTIVE 
To obtain an industrial research and development position with Covance 

 

EDUCATION 
Bachelor of Science in Chemistry 

Minor:  Mathematics 
University of Wisconsin-River Falls (UWRF), May 2011 

Approved by the American Chemical Society (ACS)    Major GPA 3.4/4.0 
 

RELEVANT COURSE WORK 
Chemical Communications and Research  Industrial Chemistry  
Advanced Organic Chemistry    Polymer Science   
Synthetic Organic Chemistry Lab    Undergraduate Research    

 
LABORATORY EXPERIENCE 
 Research Intern, H.B. Fuller Company (ISO 9001Lab), 6/2008 ï 11/2008 and 6/2009 ï 9/2009 

 Evaluated several process variables and multiple adhesive systems on customerôs products 
 Assisted in adhesive formulation by conducting research and testing adhesive samples 
 Developed a new experimental design (D.O.E.) which was utilized to create new products 
 Restructured a designed experiment resulting in increased laboratory efficiency 
 Organized, coordinated, and successfully performed experiments for advancement of research 
 Adapted to unexpected experimental issues and developed alternative procedures 
 Communicated and interacted directly with customers to help meet their needs 

 

 Lab Assistant and Teacherõs Assistant, UWRF Chemistry Department, 9/2006 ï 6/2007 
 Organized and prepared all labs for Organic Chemistry lab classes 
 Assisted advisor in creating new experiments and improving existing experiments 
 Supervised instrument set up and calibration (IR, NMR, GC, polar meter, and others) 
 Performed maintenance by cleaning the lab, various lab equipment, and instruments 
 Enhanced interpersonal communication skills through assisting students with questions 
 Utilized problem solving skills by aiding students and professors in lab 

 

TECHNICAL SKILLS 
 Laboratory 

Proton and carbon 13 NMR, IR, Gas Chromatography, UV-VIS Spectroscopy, Mass Spectroscopy, CCD 
Raman Spectroscopy, Atomic Absorption Spectroscopy, DSC, SVNC, Instron 

 

 Computer 
  MathCAD, Quattro Pro, Excel, Microsoft Word, PowerPoint, Netscape, Eudora, GroupWise  
  
ACTIVITES AND HONORS 

 The American Chemical Society  
 3M Research Grant (2006 ï 2009)   
 Chemistry Club Service Award (2006)   
 River Falls Community Clean-up (2006)   
 Student representative to faculty for the hiring of 
       a new lab manager (Fall 2006) 

Kevin Cross 
Kevin.c.cross@gmail.com 

www.kevincross.com 
 

 Delta Theta Sigma Fraternity (2008-Present) 
ï Vice President  
ï Treasurer, Assistant Treasurer 
ï Intramural Sports Manager  
ï Academics Committee Chairman 

ï House Manager  
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Mikayla Melina 
3456 198

th
 Street North    River Falls, WI 54022    (772) 309-8462    mikayla.melina@uwrf.edu 

 

EDUCATION 
 

Bachelor of Science in International Studies, Minor in German    GPA 3.72/4.0  

University of Wisconsin-River Falls (UWRF), May 2013     Dean’s List 

 

INTERNATIONAL STUDY & TRAVEL 
 

Semester Abroad, University of Giessen, Germany, Fall 2009 

 Developed and enhanced German vocabulary by taking courses only taught in German 

 Researched and presented findings to both German and American professors on the history of German 

architecture as an international study research project 
 

Tour of Italy, Napoli, Rome, Capri, Venice, June 2008 

 Toured four cities in Italy as a part of an 8 day tour group, focusing on Italian culture and cuisine 
 

Business Club, England, January 2008 

 Participated in a week long business seminar with students from around the world focusing on business 

ethics and international relations 

 Created an international ethics and relations presentation with a group of six students from different 

countries, presented to over 300 people 

 

 INTERNSHIP EXPERIENCE 
 

 

Translation/Marketing Intern, Sajan, River Falls, WI, February 2009-Present 

 Utilized German language skills in translating instructional materials for companies such as 3M and General 

Mills 

 Collaborated with internal marketing teams to solicit brand ideas for the company resulting in 20% more 

consumer awareness of the company and its purpose 

 Communicated with overseas Global Guru sister company in Frankfurt, Germany on company statistics 

 Designed a page on company website for German speaking clients, utilizing knowledge of German 

language, grammar and culture 

 

CUSTOMER SERVICE EXPERIENCE 
 

Sales Associate/Personal Shopper, Look-Your-Best Store, St. Paul, MN, January 2007-August 2009 

 Assisted customers with information about quality and prices, and helped them locate items 

 Recommended appropriate items and outfits for customers that would represent them positively 

 Established relationships with customers resulting in repeat visits and an increase of personal sales by 35% 

 Strengthened communication skills by working with a team of people with a variety of communication 

styles 

 

ACTIVITIES & VOLUNTEER EXPERIENCE 
 

Secretary/Treasurer, International Relations Club, UWRF 

Member, German Club, UWRF 

Volunteer, CAER Food Shelf, St. Paul, MN 

Big Sister, Big Brothers Big Sisters, UWRF 
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Amelia Vang 
555 Airy Street • Saint Paul, MN 55101 

amelia.vang@uwrf.edu                      (651) 233-6280 
 

 

EDUCATION 
 

Bachelor of Science in Business Administration 

Emphasis in Management 

University of Wisconsin-River Falls, May 2007 

 

 LEADERSHIP EXPERIENCE 
 

Resident Assistant, Hagestad Student Center, River Falls, WI, 2007-Present 

 • Planned and organized educational and social programs for twenty-one residents  

 • Integrated team building activities for staff functions and organized meeting times 

• Responded to critical situations with residents and utilized problem solving skills to handle the      

   situation appropriately 

 

Peer Advisor, Career Service Center, River Falls, WI, 2006-Present 

• Advised students with their resumes, cover letters, portfolios, and interviewing techniques 

 • Presented resume, cover letter, interview and portfolio workshops for students 

• Received employee of The Month Award by taking initiative to plan and organize a dinner event for  

   the Peer Advisor staff which encouraged teamwork and communication within the group 

 

English Tutor, Shih Hsin University, Taipei, Taiwan, Fall-2006 

• Trained students on available resources to enhance their English skills       

 • Facilitated one-on-one conversations with students to enhance their reading and speaking abilities  

 • Built rapport with students and established personal relationships with students which eased their fears    

   of learning a new language 

 • Involved students in group discussions to enhance their conversational skills 

 

Mentor, Sheriff’s Youth Literacy Program, Saint Paul, MN, 2002-2005 

 • Prepared literacy folders for tutors and matched each tutee with a tutor 

 • Enhanced students’ reading skills by helping to improve the number of words the  

              students could read in one minute  

 • Demonstrated teamwork through coordination of field trips and student activities 
 

CUSTOMER SERVICE EXPERIENCE 
 

Bank Sales Representative, TCF Bank, West St. Paul, MN, 2005-Present 

• Provided excellent customer service by assisting with deposits, withdraws, transfers,  

  and addressing customers’ questions and concerns  

 

STUDENT ASSOCIATIONS 
 

Diversity Awareness Committee Co-Director, Student Senate • Member, Asian American Student Association 

Member, Community Action Theatre Troops (CATTS) 
 

INTERNATIONAL EXPERIECE 
 

Semester Abroad, Taipei, Taiwan, Shih Hsin University • Summer, Chiang Mai, Thailand, Payap University 
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Sasha Hanson 
3655 22

nd
 Avenue 

Riverton, WI 54212 

(612) 555- 1245 

thanson@yahoo.com 

 

OBJECTIVE: 
 

To obtain a Marketing Communications Specialist position at Coldwell Banker 
 

EDUCATION: 
 

Master of Science in Business Administration 

University of Wisconsin-River Falls (UWRF), December 2009 

 

Bachelor of Science in English Literature 

University of Minnesota-Twin Cities, May 1993 
 

 

RELEVANT EXPERIENCE: 
 

Inside Sales Associate       January 2001 – August 2004 

HomePlans        St. Paul, MN  

 Resolved 60-110 customer questions daily via phone and email resulting in shorter hold times 

and higher customer satisfaction 

 Established strong relationships with national account customers in order to build rapport for 

continued, satisfied sales 
 

Marketing Associate       December 1998 – December 2000 

 Hasherbeck and Toule Marketing      Minneapolis, MN 

• Assisted with upgrading and implementation of pricing structures 

• Developed promotional materials for sales team to increase monthly sales 

• Coordinated monthly mailings used to educate all our customers on a variety of subject matters 
 

Career Coach        Summers: 1996, 1997 

Minnesota Job Search Center       Minneapolis, MN  
 Supervised individuals career progress in a program focused on career exploration and personal development 

• Developed and implemented weekly academic and training sessions for an average of 12 clients consisting of 

check points and personal accountability assessments 
 

Manager of Distribution Affairs     1990 – 1996 

Fun Shots         St. Paul, MN 

 Assisted patients with monthly supply orders and forwarded documentation to appropriate 

insurance companies to demonstrate patients’ medical need for the equipment 

 Established patient records in computer system with verified doctors’ prescriptions and later 

communicated with doctors to follow-up on patient progress to establish continued medical need 

Documented each customer interaction in a database to maintain accurate customer records 

 

VOLUNTEER EXPERIENCE: 
 

Co-Parent Volunteer, St. Paul Booster Club, St. Paul, MN 

Sunday School/Bible School Teacher, St. Paul Lutheran Church, St. Paul, MN 

Classroom Helper/Office Support, St. Paul Preschool, St. Paul, MN  

Classroom Helper, North Elementary School, St. Paul, MN 
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Sasha Hanson 
Page 2 

 

 

ADDITIONAL EXPERIENCE: 
 

Homemaker, June 1997 – Present 
 

Teacher         January 2006-Present   

Huntington Learning Center      Maple Grove, MN 

• Administered and scored diagnostic tests for incoming students to determine tutoring program 

• Tutored students grades kindergarten through high school in areas of academic needs based on given 

diagnostic tests  
  

 

Swimming Instructor       Summers 2000-2004 

Klaas-Jonas Pool        Ellsworth, WI  

 Conducted lessons which enabled approximately 24 children per year, ages 6-18, to develop proper 

swimming techniques 

 Evaluated students progress based on Red Cross Standards and offered additional individual instruction to 

those who needed extra help 

 Facilitated meetings with parents to discuss safety concerns and the expectations of the children and to 

answer questions 

 

TECHNOLOGY EXPERIENCE: 
 

Adobe InDesign, Illustrator, Photoshop, Oracle Scheduling System, Microsoft Excel, Access, PowerPoint, Word 
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Reference List 
Make sure you ask each reference for permission, tell them what kind of positions you will be applying for, and 

supply them with position descriptions and an updated resume so they emphasize the right skills and qualifications 

if contacted. References appreciate receiving updates on your progress and may be able to provide leads on 

employment opportunities throughout the process. 
 
 

 

Mikayla Melina 
3456 198

th
 Street North    River Falls, WI 54022    (772) 309-8462    mikayla.melina@uwrf.edu 

 
Professional References 

 

 

Ms. Sally Smith 

Director 

Relationship: Supervisor 

Turningpoint for Domestic Abuse 

220 First Street 

River Falls, WI 

(715) 555-4654 

sally.smith@tpoint.com 

 

Mr. Scott Severson 

Ski School Director 

Relationship: Supervisor 

Buck Hill Ski School 

1200 Burnsville Parkway 

Burnsville, MN 

(612) 555-4563 55337 

sseverson@buckhill.com 

 

Dr. Matt Jacobson 

Co-Instructor for Puentes/Bridge to Mexico 

College of Business and Economics 

University of Wisconsin-River Falls 

410 South Third Street 

River Falls, WI 54022 

(715) 425-3941 

matt.jacobson@uwrf.edu 
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Mikayla Melina 
3456 198

th
 Street North    River Falls, WI 54022    (772) 309-8462    mikayla.melina@uwrf.edu 

  

 

PROFESSIONAL REFERENCES 

 

Dr. Matt Jacobson 

Co-Instructor for Puentes/Bridge to Mexico 

College of Business and Economics 

University of Wisconsin-River Falls 

410 South Third Street 

River Falls, WI 54022 

(715) 425-3941 

matt.jacobson@uwrf.edu 

 

“Students respect her, enjoy her, and trust her judgment.  So do I.  Because of her many talents, her insightful 

thoughts related to improving future trips, her interest and assistance with the trip revenues and expenses, and 

because of her ability to work with others, I asked Meredith to help me lead this trip again.  She is a capable and 

likable person, and I value her opinion and professional talents.” 

 

Ms. Ann Cambridge 

Former Supervisor 

Pierce County Economic Development Corporation 

410 South Third Street 

River Falls, WI 54022 

(715) 555-1263 

anne.cambridge@uwrf.edu 

 

“I recruited Meredith to work for my team for several reasons. She impressed me with her ability to learn new skills 

quickly, her ability to effectively train and manage employees while maintaining her workload, and her strong work 

ethics.  While working for our company, Meredith proved to be hardworking and dedicated, and she had a positive 

attitude that was contagious.  She was a delight to work with and an excellent role model for others.” 

 

Mr. Al Bakken 

Dean of Students 

University of Wisconsin-River Falls 

410 South Third Street 

River Falls, WI 54022 

(715) 425-3711 

al.bakken@uwrf.edu 

 

“Meredith works collaboratively, creatively, and harmoniously.  She takes strong leadership roles and proves 

herself to be most effective.  Very importantly, there have been various on-campus endeavors these past five years 

where Meredith has gone “above and beyond the call of duty” to serve the University.  She joined the diversity 

committee and organized the 1
st
 annual institutional-wide diversity festival, as well as advanced the awareness of 

diversity-related issues affecting UWRF students and staff.” 

 

Reference Example with Quotes 


