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Writing Your Resume 
Guidelines from the Ohio Wesleyan University Writing Center © 2012 
 

     The job search can be a rewarding and successful process if you develop a quality resume and 

cover letter.  These two documents will serve as your introduction to a prospective employer and 

help distinguish you from other qualified applicants.  Before reviewing the resume guidelines 

more closely, note how these two documents differ: 

 

Resumes and Cover Letters 
 

 A resume may be one page or two pages in length.  A cover letter never exceeds one 

page. 

 

 A resume is prepared before you begin the job search, though you will update and modify 

it accordingly.  A cover letter should be written when you identify a position appropriate to your 

education, experience, and interests. 

 

 A resume is a factual summary of all your relevant qualifications (since high school)—

experiences, accomplishments, awards, skills, and honors.  Most applicants use the same resume, 

with some modifications, for the same kind of position or job (e.g., entry-level accounting 

position). A cover letter features selected qualifications—ones that match the major duties and 

skill sets of a specific job. 

 

 A resume focuses on you—your qualifications.  A cover letter also includes information 

about the company or organization. 

 

 A resume is written in incomplete sentences (fragments) with experiences listed in 

reverse chronological order—from present to past.  A cover letter is written in paragraph form 

with complete sentences, though some applicants also include a bullet list of qualifications. 

 

 

Resume Types 
 

     Select the appropriate resume type. The two primary categories of resumes are chronological 

and skills. 

 

Chronological: Most recent graduates develop this type of resume.  The chronological  resume 

features education and a list (in reverse chronological order) of work experiences.  Develop this 

type of resume if your education and work and internship experiences are related to your 

professional objectives. 

 

Skills: If you want to emphasize particular abilities and skills over degrees and work experience, 

you might develop a skills resumes (also known as a ―functional‖ resume) in which you, as the 

name suggests, organize your resume based on skill categories, rather than on jobs.  This option 

may be appropriate if your professional interests do not match your educational training and 
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work experiences.  Even if you decide on a skills resume, you should still include a summary of 

your employment history, usually in the last half of your resume; identify basic information for 

each position (title of position, name of employer, location (city and state), and dates of 

employment) without a bullet list of duties. 

 

 

 

Resume Styles 
 

     Styles of resumes include the Indented and the Two-Block formats.  Note that each privileges 

different information and has a fairly distinct style or ―look.‖ 

 

Indented:  Begin category headings at the left margin.  For the items listed within each category, 

such as the jobs you would list under the category of ―Employment,‖ indent 3 spaces from the 

left margin.  In turn, when you list duties for each job or position, indent 6 spaces from the left 

margin. Note that the following information, in this order, should be included for each job or 

work experience: title of position, name of employer, location (city and state), dates of 

employment. 

 

Two-Block Format: This style of resume gets its name from the two ―blocks‖ or ―columns‖ of 

information.  Note, for one, that the categories and dates are presented in a column-like form at 

the left margin.  This information is separated from the ―block‖ of additional information—for 

example, job titles, places of employment, and job duties. 

 

Resume Categories 
 

     Resumes include the categories listed below; the ones identified with an asterisk should 

appear in all resumes. 

 

*Name and contact information: Start with your complete name followed by address, phone 

number, and email address.  Do not use nicknames and make sure that your voicemail won‘t 

annoy or offend callers.  Use a larger-size font for your name—18 point.  For a two-page resume, 

include your name, email, and ―Page 2‖ at the top of the second page. 

 

Objective:  A job objective identifies your career interest.  It should be brief, specific, and free 

of any self-serving messages:  Inappropriate: A position that interests me and allows for 

professional advancement.  Appropriate: An introductory-level accounting position in a 

medium-sized manufacturing company.  You can omit the ―Objective‖ category if you identify 

the job title (e.g., Accounting or Technical Writer) under your name or if you mention it in a 

cover letter. 

 

Summary of qualifications: A summary of qualifications provide an overview of your skills, 

knowledge, and experience.  Include a minimum of 3 qualifications—ideally 5 or 6 but no more 

than 7.  Be specific and detailed for each qualification—for example:  

Presentation skills:  In individual and group presentations, spoke to groups ranging from 4 to 75 

people.  Gave over 20 informative, persuasive, and inspirational talks. 
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*Education:  Provide information about your undergraduate degree, including your major(s) and 

minor(s), the institution, and your date of graduation.  Include your GPA if it is 3.0 or higher.  

You might also list the GPA in your major, particularly if it is higher than your cumulative GPA.  

Some students include a list of relevant courses.  Do so if you need to fill the page or if you have 

a unique combination of courses (i.e., unlike other applicants).  Note that you might include 

additional information about your education, such as studying overseas.  Example: 

 

          Bachelor of Arts, Ohio Wesleyan University, Delaware, Ohio, May 2012 

          Majors: English and Philosophy; Minor: Economic Management 

          Cumulative GPA: 3.78; Major: 4.00 

 

          Study Abroad Program: University of Tasmania, Sandy Bay, TAS, Australia, 2011 

 

*Experience (work, internship, and volunteer):  Note the following information for each work 

experience: title of position, place of employment, location (city and state), and dates of 

employment.  In addition, identify job duties (usually in a bullet list but short paragraphs are 

acceptable), providing specific details—for example: Supervised construction crew of 15 

workers.  Typically, list only the jobs you have held since you graduated from high school.   

 

 Note:  listed items should have parallel structure; Not parallel: ―supervising crew of 15 

workers‖ and ―managed $20,000 budge.‖ Parallel: ―Supervised crew of 15 workers‖; 

―Managed $20,000 budget‖; ―Wrote bi-weekly progress reports‖ (present tense if you are still 

working a job) 

 

Skills: Feature skills not specified in your work history or other parts of your resume.  Most 

often, students identify language and computer software skills. 

 

Honors/Awards: Include this category in your resume if you have 3 or more honors or awards, 

such as scholarships and fellowships, academic honor societies, and sports, professional, or 

community awards or recognition.  If you have a several honors and awards—more than seven—

divide them into two categories.  One (1) or 2 academic honors or awards might be placed in the 

―Education‖ category. 

 

Activities: You might include this category if your experiences/activities required, or helped to 

develop, skills valued in the profession, such as team-building, leadership, organizational, or 

skills. Any of the following activities, among others, might be relevant: membership in a student 

organization, participation in college sports, or membership in a community or professional 

organization. 

 

Additional information or categories:  This might include extensive travel experience (if 

relevant to the type of job) or certificates or licenses. 

 

References:  As a general rule, you do not need to include a list of references in your resume, 

though you might note that ―references are available upon request.‖  Of course, this goes without 

saying—and so the statement has become little more than a resume cliché.  You might be 
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required, however, to submit a list of references.  If so, select college teachers and recent 

employers, not personal references (e.g., a friend of the family), and provide all the requisite 

information for each reference: full name and title of the reference; organization or affiliation; 

city and state; phone number and email address.  

 

General Resumes Tips 
 

Keep the resume to no more than two pages.  Most career counselors and resume professional 

recommend shorter resumes, especially at the beginning of your career.  You can use a second 

page if you have relevant information about your skills and experience. 

 

Select appropriate paper and font: For most jobs, use high-quality white paper with ―crisp‖ 

black type.  A light cream paper is also okay.  Avoid bright colors, cutesy fonts, or any kind of 

clip art.  Some say serif fonts (with some curved flourishes—such as Times New Roman) are 

easier to read than san serif (without curved flourishes—such as Arial).   

 

Be selective (about content): Include qualifications and experiences relevant to specific career 

goals or to a specific job or position.  Omit high school activities, honors, and experiences; focus 

on what you have accomplished since starting college.  In addition, you need not include 

information about every summer job you had during your college years—unless, of course, these 

experiences relate directly to the job or position you are applying for, or they show a specific 

quality or skill the employer is seeking (e.g., supervising experience, customer service, or 

handling a busy work environment). 

 

Be specific:  When you describe job duties, provide details about what you did—and mention 

specific accomplishments and outcomes when possible: Examples: ―Organized a book drive that 

collected 500 books for homeless children living in temporary homeless shelters‖; ―Supervised a 

landscape crew of 15 workers for a $25,000 renovation.‖ 

 

Use active verbs:  Use active verb to describe duties or responsibilities. Example: ―Wrote 

detailed progress summaries for research team leaders,‖ rather that ―Was responsible for writing 

detailed progress report.‖  See the attached list of Action Verbs. 

 

Think about document design:  Use bullets, fonts, bolding, and spacing to highlight resume 

features—without making it look too busy.  If you bold and capitalize, you don‘t need to italicize 

or underline as well. Use one type of front—for example, Times New Roman—throughout your 

document, and use no more than 3 font sizes: 18 point for your name, 12 for category headings, 

and 11 for all other text.  In addition, minimize conspicuous areas of empty white space.  Within 

reason, balance the amount of text you place on each half of the vertical axis; some students 

include, unwittingly, as much as 65 to 75 percent of the text on the left side of the page. 

 

Be honest:  This goes without saying: Never lie, stretch the truth, or make misleading 

statements.  For example, if you filed sales receipts, don‘t say you maintained the company‘s 

financial records. 
 

(Source: OWU Writing Center, 2012) 
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Action Verbs 
 

Use action verbs in your resume to describe your achievements and work responsibilities.  Here 

is a short A-to-Z  list of action verbs.  Follow this link (  ) or Google ―Resume Action Verbs—

Boston College‖ for more detailed lists of action verbs by these categories: Management skills, 

Communication skills, Clerical or detailed skills, Research skills, Technical skills, and Teaching 

skills 

 

A-Words: adapted, administered, advised, analyzed, arbitrated, arranged, and attained,  

 

B-Words: balanced, billed, build 

 

C-Words: categorized, classified, communicated, compiled, completed, and consolidated 

 

D-Words: delegated, demonstrated, designed, developed, diagnosed, and directed 

 

E-Words: earned, edited, established, evaluated, examined, expanded, and expedited   

 

F-Words: facilitated, financed, fixed, formulated, and founded 

 

G-Words: gained, gathered, generated, and guided 

 

H-Words: handled, headed, and hired 

 

I-Words: implemented, improved, increased, instructed, interviewed, and illustrated 

 

J-Words: joined 

 

K-Words:  

 

L-Words: launched, lectured, and listed 

 

M-Words: maintained, managed, mediated, modernized, moderated, and motivated 

 

N-Words: negotiated 

 

O-Words: operated, organized 

 

P-Words: participated, planned, presented, promoted, programmed, and publicized 

 

Q-Words: quantified  

 

R-Words: recorded, recruited, reduced, reported, researched, reviewed, and revised  

 

S-Words: scheduled, solved, standardized, supervised, surpassed, and surveyed 
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T-Words: tabulated, taught, trained, and translated 

 

U to Z-Words: underwrote, updated, upgraded, and worked 

 

(Source: Boston College Career Center 

http://www.bc.edu/content/bc/offices/careers/skills/resumes/verbs.html) 

 

 

 

Resume Blunders 
 
 

From ―Strange Job Application Blunders from Resumanias Archives‖ 

 

 
1. Job Duties: Answer phones, file papers, respond to customer e-mails, take odors.  

 

2. Interests: Gossiping.  

 

3. Favorite Activities: Playing trivia games. I am a repository of worthless knowledge.  

 

4. Skills: I can type without looking at thekeyboard.  

 

5. Employer: Myself; received pay raise for high sales.  

 

6. Objective: I want to play a major part in watching a company advance.  

 

7. Experience: Chapter president, 1887-1992.  

 

8. Experience: Demonstrated ability in multi-tasting.  

 

9. Experience: Im a hard worker, etc.  

 

10. Languages: Speak English and Spinach.  

 

11. Reason for leaving: I thought the world was coming to an end.  

 

12. Additional skills: I am a Notary Republic.  

 

13. Objective: So one of the main things for me is, as the movie Jerry McGuire puts it, Show me 

the money!  

 

14. Skills: I have integrity so I will not steal office supplies and take them home.  

 

http://www.bc.edu/content/bc/offices/careers/skills/resumes/verbs.html
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15. Objective: To hopefully associate with a millionaire one day.  

 

16. Skills: I have technical skills that will take your breath away.  

 

17. Qualifications: I have guts, drive, ambition and heart, which is probably more than a lot of 

the drones that you have working for you.  

 

18. Objective: I need money because I have bills to pay and I would like to have a life, go out 

partying, please my young wife with gifts, and have a menu entre consisting of more than soup.  

 

19. Qualifications: Twin sister has accounting degree.  

 

20. Experience: Have not yet been abducted by aliens.  

 

21. Skills: Written communication = 3 years; verbal communication = 5 years.  

 

22. Objective: "I would like to work for a company that is very lax when it comes to tardiness.  

 

23. Education: I possess a moderate educatin but willing to learn more.  

 

24. Education: Have repeated courses repeatedly.  

 

25. Salary requirements: The higher the better.  

 

26. Salary desired: Starting over due to recent bankruptcies. Need large bonus when starting job.  

 

27. Bad traits: I am very bad about time and dont mind admitting it. Having to arrive at a certain 

hour doesnt make sense to me. What does make sense is that I do the job. Any company that 

insists upon rigid time schedules will find me a nightmare.  

 

28. References: Bill, Tom, Eric. But I dont know their phone numbers.  

 

29. Work experience: Two years as a blackjack and baccarat dealer. Strong emphasis on 

customer relations - a constant challenge considering how much money people lose and how 

angry they can get.  

 

30. Personal: I limit important relationships to people who want to do what I want them to do.  

 

31. Objective: Student today. Vice president tomarrow.  

 

32. Accomplishments: Brought in a balloon artist to entertain the team.  

 

33. Application: Why should an employer hire you? I bring doughnuts on Friday.  

 

34. Achievements: First runner-up for Miss Fort Worth, 1982.  
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35. Reason for leaving: Pushed aside so the vice presidents girlfriend could steal my job.  

 

36. Special skills: Ive got a Ph.D. in human feelings.  

 

37. Reason for leaving last job: Bounty hunting was outlawed in my state.  

 

38. Experience: Any interruption in employment is due to being unemployed.  

 

39. Objective: To become Overlord of the Galaxy!  

 

40. Objective: What Im looking for in a job: #1) Money #2) Money #3) Money.  

 

41. Hobbies: Mushroom hunting.  

 

42. Experience: Child care provider: Organized activities; prepared lunches and snakes.  

 

43. Objective: My dream job would be as a professional baseball player, but since I cant do that, 

Ill settle on being an accountant.  

 

44. Awards: National record for eating 45 eggs in two minutes.  

 

45. Heading on stationery: Id Break Moms Heart to Work For You!  

 

46. I am a neat nut with a reputation for being hardnosed. I have no patience for sloppywork, 

carelessmistakes and theft of companytime.  

 

47. Experience: Provide Custer Service.  

 

48. Experience: I was brought in as a turnaround consultant to help turn the company around.  

 

49. Strengths: Ability to meet deadlines while maintaining composer.  

 

50. Work experience: Responsibilities included checking customers out.  

 

51. Work experience: Maintained files and reports, did data processing, cashed employees 

paychecks.  

 

52. Educational background: Highschool was a incredible experience.  

 

53. Resume: A great management team that has patents with its workers.  

 

54. Cover letter: Experienced in all faucets of accounting.  

 

55. Objective: I am anxious to use my exiting skills.  

 

56. Personal: I am loyal and know when to keep my big mouth shut.  
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57. Job duties: Filing, billing, printing and coping.  

 

58. Application: Q: In what local areas do you prefer to work? A: Smoking.  

 

59. Reason for leaving: Terminated after saying, It would be a blessing to be fired.  

 

60. Personal: My family is willing to relocate. However not to New England (too cold) and not 

to Southern California (earthquakes). Indianapolis or Chicago would be fine. My youngest 

prefers Orlandos proximity to Disney World.  

 

61. Resume: I have a lifetimes worth of technical expertise (I wasnt born - my mother simply 

chose eject child from the special menu.  

 

62. Resume: Spent several years in the United States Navel Reserve.  

 

63. Qualifications: I have extensive experience with foreign accents.  

 

64. I am fully aware of the king of attention this position requires.  

 

65. References: Please do not contact my immediate supervisor at the company. My colleagues 

will give me a better reference.  

 

66. Worked in a consulting office where I carried out my own accountant.  

 

67. Accomplishments: My contributions on product launches were based on dreams that I had.  

 

68. Career: I have worked with restraints for the past two years.  

 

69. Experience: My father is a computer programmer, so I have 15 years of computer experience.  

 

70. Education: I have a bachelorette degree in computers. 
 

 

 
(Source: ―Strange Job Application Blunders‖ 

http://www.ebaumsworld.com/user/blog/godlovesdemeter/view=753034/) 

 

http://www.ebaumsworld.com/user/blog/godlovesdemeter/view=753034/
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Resume Samples 
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Chronological Resume Sample 

 
Sally M. Sample 

1001 Ram Road Fort Collins, CO 80525 

(970) 555–1234 sallysample@colostate.edu 
 

 

Summary of Qualifications 
 



 




 
Three years experience in retail management, with specialty in purchasing and floor display 

design. 

Utilized strong communication skills in a variety of professional settings. 

Enthusiastic dedication to excellent customer service. 

 

Education 
 

2000-2002 
 
 

 
1995-1999 

 
 
 
 
 
 

 
2001-2002 

 
 
 
 
 
 

1999 
 
 
 
 
 
 

1997-1999 

 
MA Speech Communications 

Colorado State University, Fort Collins, CO 

GPA 3.6/4.0 

 
BA Anthropology, December 1999 

Arkansas State University, Jonesboro, AR 

GPA 3.5/4.0 

Dean‘s List 

 

Professional Experience 

Assistant Office Manager 

Department of Speech Communications, Colorado State University, Fort Collins, 

CO 

Managed departmental supplies budget, oversaw office purchasing and 

inventory, overhauled department-wide filing system, supervised part-time staff. 

Intern 

Sharkey’s Community Grocery Corporate Headquarters, Washington, DC 

Assisted company publicist with writing press releases, designing weekly 

advertisements, and managing customer databases. Developed research methods 

for determining customer preference for shopping hours. 

Assistant Night Manager 

Sharkey’s Community Grocery, Jonesboro, AR 

Purchased, stocked and maintained dairy and ice-cream sections, oversaw point 

of purchase display construction, scheduled twenty part-time employees. 

 

 

 

 

(Source:‖Chronological Resume Sample.‖ 

http://writing.colostate.edu/guides/documents/resume/chronologicalSample.pdf) 
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Skills Resume Sample 

John D. Collins 
1440 W. Way Road Greeley, CO 80631 

970-555-3888  

jdcollins@hotmail.com 

 

Summary of Qualifications 
Seasoned professional with proven success in operations management. Superior communication and 

sales skills with experience interacting with international and domestic clients, staff and executives. 
Technically proficient Internet applications including HTML, Applications Project Management and 
Networking. Experience with successful product design and production, including the Instroke Cue Case 

and the Bunjee Jumper Jump Cue.Thorough knowledge of current leather products manufacturing 
processes and material usage. Fluent in German. 

 

Relevant Skills 

 
Business Management, Manufacturing and Sales 

 Moved Instroke Sports USA LLC from a cottage specialty cue case design firm to an internationally 

recognized mass-production cue case manufacturing and production firm, moving the business from 

10,000 dollar gross revenue the first year to 1,000,000 dollar gross revenue. 

 Raised 500,000 in venture capital both in the United States and Germany. 

 Implemented new processes for cue case manufacturing at factories, including Kozak Leather 

Processing in the Czech Republic and the Liao Case Factory in Taiwan. 

 Organized and managed shipping processes in the United States and Germany; extensive experience 

with Customs regulations in the United States and Europe. 

 Designed and managed customer service processes in Germany and the United States. 

 Successfully acquired over 1,000 product dealers throughout the United States, Europe and Japan. 

 

Design 

 Designed and engineered all products in the Instroke Sports Cue Case lines, recognized as the industry 

leader in functional and durable high-end cue cases. 

 Designed and engineered the Bunjee Jumper Jump Cue line. 

 Conceived and designed all advertising promotions for Instroke Sports USA. 

 Designed and managed new Internet sales portal which increased yearly revenues by 20%. 

 

Software 

 Familiar with most Internet applications, including HTML. Experience at managing small Networks. 

Proficient at bookkeeping, word process, graphics and spreadsheet software. 
 

 

Employment History 
1990- 2002  Owner and Manager, Instroke Sports USA, LLC, Greeley, Colorado. 
1988-1989  Weather Specialist, United States Air Force, United States and Germany 

 
Education 
1987  Diploma, Edmonton High School, Edmonton, Oklahoma. 
 
(Source: ―Skills Resume Sample‖ http://writing.colostate.edu/guides/documents/resume/skillsSample.pdf) 

http://writing.colostate.edu/guides/documents/resume/skillsSample.pdf
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Functional Resume Sample 
 

Orville Wright 

4300 N. Narragansett 

Chicago, Illinois 60634 

773-481-5555 owright@ccc.edu 

 
Objective 

To contribute to your organization's success through the use of exceptional customer service, 

managerial, and people skills. 

 
Summary of Qualifications 

 
 Strong managerial and administrative experience 
 Exceptional versatility and adaptability 

 Dedication and drive as a hard-working individual 

 Superlative communication and team-building skills 

 Ability to manage multiple tasks in a pressured environment 

 
Professional Skills 

 
Interpersonal and Teamwork Skills 

 Entrusted to process confidential employee records, such as salary changes, 

vacation/absenteeism reports, and performance appraisals. 

 Interfaced with a wide variety of personalities while scheduling meetings, 

appointments and making travel arrangements for executives. 

 
Customer Service and Sales Skills 

 Interacted with clients and utilized excellent organizational skills to arrange and 

coordinate special events 

 Delivered excellent customer service and conducted in-house sales and promotions. 

 
Managerial and supervisory skills 

 Proved multi-tasking abilities by scheduling and supervising staff, consisting of 

kitchen worker, bartenders, and food servers. 

 Served as right hand to lead managers of entertainment company in administrative 

assistant capacity. 

 
Education 

 
Wilbur Wright College  A.A. in Business Administration   2005-2007 
 
 

Employment History 

Beacon Day & Associates  Account Manager     2006-Present 

Davidson‘s Auto Body   Administrative Assistant   2004-2006 
Burger King    Cashier     2003-2004   
 
 
 
 
(Source: ―Functional Resume Account Manager‖  http://www.docstoc.com/docs/78812957/Functional-Resume-Account-Manager) 

http://www.docstoc.com/docs/78812957/Functional-Resume-Account-Manager
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Skills/ Functional Resume Template 

Name 

Address 
City, State Zip Code 

(Area Code) Phone Number 
E-mail Address 

 
 
       OBJECTIVE 

           A statement about the position you want, for example: 

          Accounting Manager 

 
        SUMMARY OF QUALIFICATIONS 

           Several brief phrases about your most relevant qualifications for the position, for example: 

    More than three years accounting experience

                                     Developed interpersonal skills, having dealt with a diversity of professionals, clients, and staff members

 
RELEVANT SKILLS AND EXPERIENCE 

Present your work experience by listing your most important skills and experience which pertain to the 

job for which you are applying. Then describe several activities and accomplishments from all your jobs 

and life experiences, to document each of these skills. For example: 

Accounts Payable/Receivable 

 Audited documents to include expense reports, invoices, and check requests for payment 



 


Documented ―proofed‖ checks and moneys from deposit and coordinated with other departments 

to resolve problems with checks that failed to clear 

Maintained total outstanding payable balance, including collection of outstanding credits 

 
Another Relevant Skill or Special Knowledge Area 

 Something I did using this skill 



Another Relevant Skill or Special Knowledge Area 

 Something else I did using this skill or knowledge 



EMPLOYMENT HISTORY 

List the employers from which you gained or used the skills and special knowledge areas mentioned 

above. Be sure to include the dates, job title, and employer, for example: 

 

Accounting Clerk 

Job Title 

Job Title 

 
Bell & Rust Accountancy, Santa Barbara 

Employer, City 

Employer, City 

 
1/07 – Present 

5/06 – 12/06 

2/05 – 4/06 

 
EDUCATION AND TRAINING 

List schools/institutions from which you obtained a degree, certificate or specialized training. Start with 

most recent first and then go back in time, for example: 

B.A Business Economics, Accounting Emphasis, University of California, Santa Barbara, 2007 

A.S. Accounting, Santa Barbara City College, Santa Barbara, CA, 2005 

 

 

Source: Santa Barbara City College Career Center 

http://www.sbcc.edu/careercenter/pdf/Functional-Resume-Template-Reasons.pdf 

http://www.sbcc.edu/careercenter/pdf/Functional-Resume-Template-Reasons.pdf
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Legal Field/Psychology  
 

 

RACHEL GOLDBERG 
 berger@virginia.edu                 

2114 Old Gun Rd, Charlottesville, VA 22903 

(434) 867-8670 

 

EDUCATION 

University of Virginia, Charlottesville, VA     May 2008 

B.A., Psychology.  Overall GPA: 3.265, Dean‘s List 

EXPERIENCE 
Focus Mediation Center, Charlottesville, VA    Summer 2007 

Mediation Intern 

 Observed and co-conducted mediation sessions regarding a variety of civil and domestic disputes among residents of 

Albemarle County. 

 Shadowed attorney in court, during mediation, and to a Continuing Legal Education seminar. 

 Obtained court documents in civil and family law from within courthouse. 

 Managed information:  transcribed depositions and letters on Microsoft Word, faxed and copied documents, answered 

phones, and filed. 

 

Department of Psychology, University of Virginia, Charlottesville, VA Summer 2006-Spring 2007 

Research Assistant 

 Assisted a professor on three major research studies over the course of 12 months. 

 Distributed and collected questionnaires, entered data, analyzed results in SPSS statistical software. 

 Took part in the write-up of results for one study to be submitted for publication. 

 

District Office of Congressman Rick Boucher, Abingdon, VA  Summers 2004, 2005 

Congressional Intern 

 Contacted federal agencies on behalf of constituents to expedite their claims in areas such as veterans‘ benefits, social 

security, and unemployment benefits. 

 Communicated with constituents and prepared initial intakes to assist with constituent services. 

 Performed clerical duties, read and sorted incoming mail, and closed inactive constituent files. 

__________________________________________________________________________________________ 

LEADERSHIP EXPERIENCE 

 
Multicultural Education Course Facilitator    Spring 2008-present 

 Direct weekly discussions and simulations concerned with self-exploration and promoting awareness of issues including race 

relations, HIV/AIDS, and class structure with 60 undergraduate and graduate Education students. 

 Coordinate own small group of 8 students, lead discussions, and review and respond to all reaction papers, assignments, and 

field projects. 

 Consult with co-facilitators and professor during weekly meetings to examine ways to improve simulations and discussions 

in class. 

 

Physical Education Tennis Instructor     Fall 2007 

 Taught an intermediate level tennis course for fifteen undergraduate and graduate students. 

 Led all group and individual lessons, made daily lesson plans, created, administered, and graded exams and  

skills tests, and organized an innovative class project. 

 

Academic Tutor        Fall 2006-Spring 2007 

 Instructed a first grade student in reading weekly through the University‘s largest volunteer organization. 

 

Sigma Sigma Sigma Sorority, Pledge Class Vice-President    Spring 2005-Fall 2006 

 Organized activities and events for 30 new members, and coordinated events such as planting trees in downtown 

Charlottesville as a member of the community service committee. 

 
(Source: ―Legal‖ http://artsandsciences.virginia.edu/college/career/resource/samples.html)  

http://artsandsciences.virginia.edu/college/career/resource/samples.html
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Computer Science 

Benjamin E. Marshall 
1977 Winter Rd 

Mclean, VA 22102 

703-555-4523 

BenE@Virginia.edu 

EDUCATION  

 

 UNIVERSITY OF VIRGINIA,           Charlottesville, VA.              May 2008 
B.S., Computer Science, Minor Applied Mathematics                        Overall GPA: 3.25  

COMPUTER SKILLS  

 

 C++, C#, Java, JavaScript, LAN, Perl, LINUX/UNIX, HTML, AutoCAD, MathCAD, PHP  

 

WORK EXPERIENCE  

 

 Digital Receiver Technology Inc. Germantown, MD. Summer 07 
Internship - Wrote KeyCreator, a program used to generate software installation keys.  Conducted 

hardware and software testing for a small growing government contracting company specializing in 

intelligence equipment. 

 
Cooper Center for Public Service. Charlottesville, VA. Fall 06 - Spring 07 
Technical Support Specialist - Computer technical support for Mac and PC users.  PC support specialist for 

an office of 20 university employees.  Worked 10 hours per week while maintaining a full course load. 

 
AA Temps. Various locations. Summer 06 
Temporary staffer - Used my variety of skills to fill temporary staffing positions in the metropolitan area.  

Audited the computer systems and provided technical support in the Office of the Chief Council of the 

Dept. of Commerce and paralegal work. 

 
Radio Shack.  Vienna, VA and Charlottesville, VA.  Spring 04 – Fall 05 
Sales Associate - Represented and sold electronic, telecom, and computer equipment.  One time regional 

sales leader in a region of 20 stores.  Honored as employee of the month. 

 

PROJECTS 

 
KeyCreator:  Used MFC and C++ to create a program that would generate installation keys for DRTi‘s software.  

Installation keys had security features to detect hacking attempts.  Software was password protected and had administrator 

settable privileges for all users. 

        Skills needed:  Software Design, C++, MFC 

 

Thomas Johnson Middle School:  Designed and circuited receptacles and lighting directly via CAD for an intermediate 

school.  Worked with a team of engineers at Einhorn, Yaffe, Prescott. 

                             Skills needed:  Electrical systems knowledge, CAD 

 

Computer Controlled Camera:  Wrote a C++ program with GUI to control a video camera.  Camera will zoom, tilt, and 

pan based on user input. 

       Skills needed:  C++, Software development techniques, Software life cycle, Group work. 

 

CGI Scripting:  Wrote a script that takes user input from web page, modifies another web page according to the input, 

and then displays the new web page.  Emails results to an administrator. 

        Skills needed:  Perl, HTML, JavaScript 

 
(Source: ―Computer Science‖ http://artsandsciences.virginia.edu/college/career/resource/samples.html)  

http://artsandsciences.virginia.edu/college/career/resource/samples.html
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Theatre 

GUY FORGET 
112 10th Street NW #4 

Charlottesville, VA  22903 
(434) 555-5649 

vivefrance1@juno.com 

  
CAREER OBJECTIVE 

 Seeking a full-time position using experience and knowledge of theatre performance, production, and 

 promotion. 
 EDUCATION 
 
 University of Virginia, Charlottesville, Virginia, May 2008 
 B.A. Theatre, Minor, Dance Overall GPA: 3.00, Major GPA: 3.3 
   
 Université de Poitiers, La Rochelle, France, May 2001 
 A.A. Liberal Arts 
 
 RELATED EXPERIENCE 

 
 Theatre Arts Ensemble , Charlottesville, VA     August 2005-present 
 Actor          

o Earned position through audition in highly regarded ensemble at University of Virginia 
o Perform in two to three productions per year, including My Fair Lady and Oklahoma. 

 
 French Club, Charlottesville, VA      August 2005-present 
 Vice President 

o Support president in his duties, including the recruitment of 25 new members per semester  
o Organize monthly meetings and viewings of French Films. Facilitate discussions on films and French 

culture. 
o Distribute information to hundreds of undergraduates about French Club events, such as Monte Carlo 

Night and French Culture Night. 

 
 Blue Man Group, New York, NY      May 2007-Aug 2007 
 Management Intern                                                                                     

o Assisted production manager of a highly successful off-Broadway theatre company.   
o Production assistant to President and creator of ―New Shows‖ Programs. 
o Balanced theatre revenue and box office records. 
o Assisted with bank deposits and payroll and ordered office essentials for 50 employees. 

 
 Wolf Trap Foundation, Vienna, VA      May 2006-Aug 2006 
 Stage Management Intern                                                                          

o Assisted Manager with opening night promotions by contacting local radio stations and newspapers, 

dispensing brochures, and putting up flyers around Northern Virginia.  
o Contributed to design of brochures, flyers, and posters. 
o Utilized Aldus Pagemaker and Aldus Freehand software. 

 
 

 

 

 

 

 (Source: ―Arts and Entertainment‖  http://artsandsciences.virginia.edu/college/career/resource/samples.html) 

 

http://artsandsciences.virginia.edu/college/career/resource/samples.html
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Sports/Sociology 

 
 

Darrell Matteo 

Present Address:              Permanent Address:  

131 Mountain Rd.        dmm32@virginia.edu    890 Oak Ave. 

Charlottesville, VA 22900         Lormont, VA 89293 

434-555-0938           540-555-9036 

______________________________________________________________________________________________ 

 
Education 
 

University of Virginia, Charlottesville, VA                May 2008 

B.A. Sociology, GPA: 3.10 

_______________________________________________________________________________________________ 

 

Relevant Experience 
 

Athletics Department, Charlottesville, VA               Aug. 2007-present 

Video Services Intern   

 Aid with filming, editing and production for various projects. 

 Monitor game statistics and update video board viewed by 60,000 fans at home football games. 

 

The Cavalier Daily Newspaper, Charlottesville, VA              Feb. 2006-present 

Sports Department Senior Writer 

 Write weekly or biweekly articles about intercollegiate athletic teams. 
  

Lake Chippawappa Club, Lormont, VA               June 2005-present 

Head Swim Coach 

 Teach basic and competitive skills to swimmers ages 5-18. 

 Organize meets for team members by coordinating with other league coaches, officials, and parents. 

 Plan daily practices for over 100 swimmers. 

_____________________________________________________________________________________________ 

 

Additional Experience 
 

Conference Services,  Charlottesville, VA                  May 2006-Aug. 2007 

Conference Assistant                      

 Collaborated with coordinating and carrying out of several summer conferences. 
 Handled phone calls and requests, collected payments, and made room and meal reservations for conference 

sponsors. 
Program Assistant         May 2007-Aug. 2007 

 Support initial planning and coordinating of conferences. 

 

Pfizer, Inc., Global Communications Department, New York, NY   May 2006-Aug. 2006 

Corporate Human Resources Intern 

 Wrote articles for Pfizer Intranet and Human Resources Newsletter to help communicate various company 

initiatives to thousands employees worldwide. 

 Developed efficient system to manage and track Global Communications Budget using Microsoft Excel and 

Access. 
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The Homestead Resort, Hot Springs, VA      May 2004-Aug. 2005 

Golf Course Assistant 

 Helped out guests with as needed with directions around course, club and ball retrieval, and any 
complaints. 

 Performed caddy duties at resort’s world-renowned Cascades Golf Course. 

__________________________________________________________________________________________________ 
 

Community Activities 
 

Boy Scouts of America         May 2004 

Eagle Scout Award Recipient 

 Worked with assistant principal to develop and implement service project at Washington High School to renovate 

existing baseball bleachers, construct steps, and landscape surrounding area. 

 

 

 

 
(Source: ―Sports‖ http://artsandsciences.virginia.edu/college/career/resource/samples.html) 

  

http://artsandsciences.virginia.edu/college/career/resource/samples.html


 
O h i o  W e s l e y a n  U n i v e r s i t y  W r i t i n g  C e n t e r  ©  2 0 1 2  

 
Page 20 

Economics/Banking and Investment 

 

Jared L. Constance 
30 Echelon Drive. 

Fairfax Station, VA 22034 

571-555-6452 

constance@virginia.edu 

 

OBJECTIVE 
To obtain a full position in an investment firm that will utilize my analytical and financial background. 

 

EDUCATION 
University of Virginia (UVa), Charlottesville, VA     May 2008 

BA Economics, GPA: 3.1 

 

WORK EXPERIENCE 
SNL Financial, Charlottesville, VA       July 2006-Present 

Intern 

 Perform in-depth research on equity indices, including the creation of unique indices 

 Execute sensitivity analysis for interest rate movement on thrifts. 

 

Friedman Billings Ramsey Group, Inc., Arlington, VA     May 2007-Jan. 2008 

Junior Analyst 

 Worked closely with 10 senior analysts in the Diversified Industries, High Yield, and Specialty Finance Research 

groups. 

 Assisted in the initiation of coverage for several companies, including the construction of financial models. 

 Conducted projection of future earnings, financial solvency, and in-depth validation analysis on selected 

companies. 

 Aided in the analysis of public documents, including Form 10-K and 10-Q filings. 

 Wrote extensively on current financial and economic topics. 

 Developed industry comparisons based on price to earnings, price to book, and other financial ratios.  Identified 

undervalued companies. 

 Regularly attended morning meets, recognized actionable ideas, and relayed information to senior sales staff. 

 

Bulletin News Network, Tyson‘s Corner, VA      May 2006-Jan. 2007 

Intern 

 Contributed to research and writing to customized daily news briefings reaching the President of the United States 

of America, the Cabinet, and the White House senior staff. 

 Instrumental in launch and publication of customized daily news brief for top official in FEMA, including the 

Director.  Produced substantial portion of research and writing. 

 Performed under extreme deadline pressure and adapted to workday that began at 2 a.m. 

 

OTHER EXPERIENCE 
Sigma Nu Fraternity, Charlottesville, VA      Jan. 2007-Present 

Standards Chair 

 Manage minor disciplinary issues. 

 Implement and monitor the merit points system, which includes attendance policy. 

 Maintain confidentiality regarding standards meetings. 

 
Parks Project, Charlottesville, VA       Sept. 2005-May 2006 

Volunteer 

 Spent five hours per week cleaning up local parks. 
 Planted flowers and tree, raked, built play grounds, picked up litter, and beautified parks with 15 other volunteers. 
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COMPUTER SKILLS 
 Excel, PowerPoint, Word, SNL Data Source, ACT, C++ 

 

 

 

 
(Source: ―Banking and Investment‖: http://artsandsciences.virginia.edu/college/career/resource/samples.html) 

 

  

http://artsandsciences.virginia.edu/college/career/resource/samples.html
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Economics/Business Services 

Maria V. Suarez 
mvs5t@virginia.edu 

 
Present Address:                                                Permanent Address: 

1902 Jefferson Park Ave.       272 Bluebird Dr. 

Charlottesville, VA 22903       Huntington, WV 45123 

EDUCATION 

University of Virginia (UVa), Charlottesville, VA    May 2008 

B.A. Economics, Cumulative GPA: 3.09, Major GPA: 3.23 

 

RELATED EXPERIENCE 
 

Howard Johnson Express Inn, Huntington, WV    Summer 2006-present 

General Manager (GM) Assistant   

Provide support in all daily activities and assisted GM in raising motel above brand standard. Co-prepare for 

employment audit. Facilitate interaction among housekeeping staff and upper management. Prepare schedules for 

maintenance crew. Maintain weekly and monthly budgets for all departments. Document communications concerning 

delinquent accounts. Aided in preparing numerous construction contracts for large-scale renovations. Respond to 

customer complaints and influenced a turnaround in service. Receive direct recognition from clients and co-workers 

for outstanding guest services in large volume motel. 

 

First Investments Corporation, Richmond, VA    Summer 2005 

Intern 

Prepared proposals, illustrations, and insurance reviews for client meetings. Shadowed sale representative on 

appointments, home shows. Lead several office meetings. Scored 91% on the Virginia Life and Annuities Insurance 

test, qualifying for a license. Passed the Series 6 licensing exam. 

  

Birds Eye View Motel, Morgantown, WV     Summer 2004 

Front Desk Supervisor 

Negotiated large contracts with clients. Designed and developed layout proposal for adding convenience store to 

property. Collected daily cash records. Generated credit card batch reports. Attributed to successful marketing plan for 

motel to raise revenue 10%. Demonstrated efficiency to guests in check-in process. 

 

LEADERSHIP EXPERIENCE 
 

Honor Committee, Charlottesville, VA      Fall 2005-present 

Bad Check Committee Member 

Ensure bad check system runs effectively. Process honor code violations committee by UVa students. Work with UVa 

administrations to take appropriate actions against student violators and recommended academic suspension when 

necessary. Inform local merchants about UVa‘s honor system. 

 

Alpha Phi Omega Service Fraternity, Charlottesville, VA   Spring 2005-present 

Committee Chairman 

Elected to membership in co-ed fraternal service organization that benefits Charlottesville and surrounding 

community. Perform over 35 hours of community service per semester. Formulate major service projects as chairman. 

 

SKILLS 
 

Technical: Microsoft Office 2000, Windows (2000, NT 4.0, XP), VB, HTML 

Language:  Fluent in Spanish. Conversant in French. 

 

 
(Source: ―Business Services‖  http://artsandsciences.virginia.edu/college/career/resource/samples.html)  

http://artsandsciences.virginia.edu/college/career/resource/samples.html
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Advertising and Public Relations 
Christina Lopez 
10 University Circle 

Charlottesville, VA 22903 
434-555-7429 

ccl@virginia.edu 

 

Objective 
Seeking a Summer Internship position with Warshawski Public Relations, utilizing previous related experience coupled 
with strong management, leadership, and organizational skills 

 
Education 

University of Virginia, Charlottesville, VA.                                                    May 2008 

 B.A. in Religious Studies; Minor in History 
  Cumulative GPA 3.2 

Recording Industry Experience  
            Program Coordinator, UVA Concert Committee, Charlottesville, VA   Fall 2006-Present 

 Selected as one of four Program Coordinators to host large concerts at 18,000 student school.   

 Coordinated MTV Village during MTV Campus Invasion Tour featuring Wyclef Jean.  On site liaison between 
concert committee and MTV staff: Organized facility management concerns, 15 member part-time help crew, 
and 20 student volunteers.   

 Chosen to be runner for upcoming 50,000 seat Dave Matthews Band Homecoming concert. 

 Acted as Hospitality Coordinator for both the Bela Fleck and the Flectones’ and Guster concerts.  Organized 
catering, dressing rooms, and performance-related requests.   

  
Promotion Extern, Annex Records, Charlottesville, VA                  Fall 2006-Present 
 Provided advertising support for launch of 15 band compilation CD.   

 Observed client/band interactions, organized 50 press kits for major labels, evaluated prospective artists,  and 
surveyed current label advertisements through focus groups.   

 
Concert Intern, TRAX Concert Venue, Charlottesville, VA      Fall 2006- Present 

 Advertise 10 shows each month for popular local music venue and sell an average of $300 of merchandise at 
each concert event.  

 
Grassroots Intern, Agents of Good Roots Band, Richmond, VA     Fall 2007-Present   

 Member of 20 person group in conjunction with the band that serves to promote and spread the band’s music 
through “grassroots” efforts.  

 Publicize three local concerts per month, research prospective venues, and in the process of organizing an 
online newsletter for 1000 member fan club.   

 Created online discussion list for a band side project with local Richmond singer/songwriter Regan. 

 
Other Experience      

Front Desk Manager, Dunes Family Lodge Hotel, Virginia Beach, VA  Summer 2005              

 Managed front desk for 300 room hotel at high traffic tourist location.   

 Handled and posted payments, scheduled arrivals and departures of clients, delegated customer requests to 
other hotel departments.  

 
Business Assistant, Dental Practice, Virginia Beach, VA       Summer 2006-2007 

 One of three business assistants at large Dental Practice that oversaw daily operations. 

 Compiled office pay roll, posted income payments, reserved appointments, and delegated responsibility in 
order to increase client satisfaction and practice profitability.   

 

Computer Skills 
 MS Word, Excel, Powerpoint, Netscape (WWW) 

(Source: ―Advertising and P.R.‖ http://artsandsciences.virginia.edu/college/career/resource/samples.html) 

http://artsandsciences.virginia.edu/college/career/resource/samples.html
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Curriculum Vitae—Ph.D. program in Paleobotany 

 

 

Curriculum Vitae 

GREGORY WAKELY STULL 
University of Florida 

Florida Museum of Natural History 

Dickinson Hall, Museum Rd 

Gainesville, FL, 32611 

614-406-2119 

gwstull@ufl.edu 

EDUCATION 

 
University of Florida, Gainesville, FL 

PhD student: 2010 - present 

Advisors: Steven Manchester and Pam Soltis 

Current GPA: 3.94 
 

Ohio Wesleyan University, Delaware, OH 

Bachelor of Arts in Botany: spring 2010 

Graduated summa cum laude 

 

RESEARCH EMPLOYMENT 

 
Graduate Research Assistant, Department of Biology, summer 2011 (PIs: Gordon Burleigh, Pam Soltis, and 

Doug Soltis):  Assembled a large mitochondrial data set across angiosperms for large-scale phylogenetic 

analysis.  

 

Research Assistant, Department of Botany/Microbiology, Ohio Wesleyan University, summer 2009 (Principal 

Investigator: Bruce Roberts, PhD): Studied drought stress in Acer rubrum.  

 

Field Research Assistant, Ecosystem Management Research Institute, Seeley Lake, Montana, summer 2007 

(Supervisor: Amy Ganguli, PhD): Conducted vegetation surveys of shortgrass prairie ecosystems in 

eastern Wyoming. 

  

TEACHING EXPERIENCE 

 
Graduate Teaching Assistant, Practical Plant Taxonomy (University of Florida), fall 2011.  

 

Graduate Teaching Assistant, Integrated Principles of Biology (University of Florida), fall 2010, spring 2011. 

 

Tutor, Field Botany and Practical Botany (Ohio Wesleyan University), summer and fall, respectively, 2009. 

 

PUBLICATIONS  

 
Stull, GW, R Moore, SR Manchester.  2011. Fruits of Icacinaceae from the Eocene of Tennessee and their 

biogeographic implications.  International Journal of Plant Sciences 172(7): 935-947.  

 

Stull, GW, SR Manchester, and F Herrera.  Fruits of an ―Old World‖ tribe from the Paleogene of North and 

mailto:gwstull@owu.edu
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South America. In review, Systematic Botany.  

 

Stull, GW, WA DiMichele, HJ Falcon-Lang, WJ Nelson, and S Elrick.  The ecological paradox of 

Macroneuropteris scheuchzeri, a Pennsylvanian Medullosan pteridosperm with apparent xerophytic 

characters confined to wetland habitats. In review, Palaeogeography, Palaeoclimatology, 

Palaeoecology.   

 

Stull, GW, DM Johnson, TLP Couvreur, and PS Soltis. Phylogeny of the pantropical genus Xylopia 

(Annonaceae) inferred from four chloroplast markers. In preparation for Annals of the Missouri 

Botanical Garden.   

 

ORAL AND POSTER PRESENTATIONS 

 
Stull, GW. 2011. Phylogeny and circumscription of the Icacinaceae: do the Neotropical taxa belong outside the 

family? National Herbarium of Bolivia, La Paz, Bolivia (Invited oral presentation).  

 

Stull, GW, DM Johnson, PS Soltis. 2011. Molecular phylogeny of the pantropical genus Xylopia 

(Annonaceae): implications for character evolution and biogeography. Botanical Society of America, St. 

Louis, MO (poster presentation).  

 

Stull, GW, SR Manchester, F Herrera. 2011. Fruits of Phytocreneae (Icacinaceae) from the Tertiary of Peru. 

Mid-continent Paleobotanical Colloquium, Raleigh, NC (oral presentation).  

 

Stull, GW, WA DiMichele. 2010. Twelve million years of ecological conservatism: Macroneuropteris 

scheuchzeri, a Pennsylvanian seed fern confined to wetland habitats. Natural History Research 

Experiences Program, National Museum of Natural History, Washington, DC (poster presentation).  

 

Stull, GW, DM Johnsons. 2009. Ecology of a suburban jungle: urban ecology and carbon sequestration on the 

Ohio Wesleyan University Campus. Summer Science Research Symposium, Ohio Wesleyan University, 

Delaware, OH (poster presentation).  

 

Krofcheck, D, GW Stull, H Grunkemeyer. 2009. Investigation of the North American wild hop variety 

Humulus lupulus var. pubescens for utility in the brewing industry. American Chemical Society, Salt 

Lake City, UT (poster presentation).  

 

RESEARCH FUNDING 

 
William R. Anderson Graduate Student Research Grant, American Society of Plant Taxonomists, 2011: 

―Phylogeny and fruit morphology of the enigmatic flowering plant family Icacinaceae‖ ($1000). 

Graduate Student Research Award, Society of Systematic Biologists, 2011: ―Fossils fruits and chloroplast 

genomes: an integrative investigation of evolutionary history in Icacinaceae‖ ($1700).  

 

Madidi Floristic Inventory Grant, Missouri Botanical Garden, 2011:  Awarded to collect specimens of 

Icacinaceae from the Madidi region of Bolivia ($2000).  

 

Theory to Practice Grant, Ohio Wesleyan University, 2010: Travel Grant to visit the New York Botanical 

Garden to learn techniques in molecular systematics ($2000).  

 

FELLOWSHIPS, AWARDS, AND HONORS 
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Honorable Mention, National Science Foundation Graduate Research Fellowship, 2011.  

 

Paleobotany Fellowship, Natural History Research Experiences program, National Museum of Natural History, 

Smithsonian Institution, summer 2010 (Mentor: William DiMichele, PhD): Studied the ecology of 

Paleozoic plants.  

 

Jason Swallen Herbarium Fellowship, Ohio Wesleyan University:  Awarded to conduct a taxonomic survey of 

the Ohio Wesleyan University Arboretum (Advisor: David Johnson, PhD), summer 2009.  

 
Helen B. Woodward Award (Ohio Wesleyan University):  Awarded to one student each year for the best piece 

of journalism writing, 2008. 

 

MEMBERSHIP IN PROFESSIONAL SOCIETIES 

 
American Society of Plant Taxonomists (ASPT) 

Botanical Society of America (BSA) 

Society of Systematic Biologists (SSB) 
 

 

 

 

(Used with permission of the author.) 
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Biology 
 

Abbee A. Andrews 
213 Running Back Drive, SE Home: (615)-333-4444 

Evanston, IL 62317   Mobile: (615) 333-2229 

    

 

PROFILE 
 

Self motivated and hard working student pursuing undergraduate education from Ohio Wesleyan University: double 

major in Pre-Med & Biology with minor in Chemistry. Long term goal is to pursue a career in Medicine with participation 

in Clinical Research. Always willing to take on more challenges and committed to achieve success. Team spirit, good 

written, and oral communication attributes are some of the assets that I am proud of.         

 

EDUCATION 
 

OHIO WESLEYAN UNIVERSITY, Delaware, Ohio  

Rising senior pursuing a Bachelor of Arts in Biological Sciences 2007 – Current 

 

MARIANOPOLIS COLLEGE (CÉGEP), Montreal, Canada 

Health Sciences program (2 years)—DEC (Diplôme d'études collégiales)                                        2005-2007 

 

              

WORK & VOLUNTEER EXPERIENCE 

 2010                     Selected and participated in ‗The Edward M. Chester, M.D. Summer Scholars Program‘       

                                   involving 10 weeks of clinical research, MetroHealth Medical Center in affiliation 

                                     with Case Western University School of Medicine 
 2009                      Selected and participated for 12 weeks of Summer Science Research Program (following      

                                     an Independent Study during spring semester), Molecular Biology, Ohio Wesleyan 

                                     University    

 2008 & ongoing    Resident Assistant, Ohio Wesleyan University  

 2008 & ongoing    Chemistry Teaching Assistant, General Chemistry Tutor, Ohio Wesleyan University 

 2008 & ongoing    Private Tutor for General Chemistry and Organic Chemistry 

 

 

 2009     Shadowed (96 hours) Primary Care Physician, Dr. Tomchik‘s Medical Clinic, Miramar, FL 

 2009     Shadowed (60 hours) Cardiologist, Dr. Ancona‘s Medical Clinic, Pembroke Pines, FL   

 2008     150 hours of volunteer work at Allegan General Hospital and Perrigo Medical Center, 

   Allegan, MI (worked with Diabetes Education and Administrative & Clinical Support) 

 2007     Science Fair Judge at Big Walnut High School, Sunbury, OH  

 2006     82 hours of volunteer work in Montreal Chest Institute and Montreal General Hospital,  

  Montreal, Canada 

 2004     Yearbook workshop Editor with Jostens Inc.  

 

PUBLICATIONS/PRESENTATIONS 
 

 2010   RNA Rustbelt Conference Poster: The mRNA export adaptor aly-3 is an alternatively spliced target of the 

nonsense mediated decay (NMD) pathway in the soil nematode, C.elegans. Cleveland, OH 

 2009   Ohio Wesleyan Spring Research Symposium Poster: How to look at RNA without making a    

                 radioactive mess: mastering “cold” Northerns. Department of Zoology, Ohio Wesleyan 

                 University    
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 2009   Ohio Wesleyan Summer Science Research Symposium Poster: The mRNA export adaptor aly-3 is a   

                 an alternatively spliced target of the nonsense mediated decay (NMD) pathway in the soil nematode, 

                 C.elegans. Department of Zoology, Ohio Wesleyan University 

 

EXTRACURRICULAR ACTIVITIES 

 2010-2011      Co-Director, Honors Board, Ohio Wesleyan University 

 2010-2011     Vice President, Mortar Board: National Senior Honor Society, Ohio Wesleyan University 

 2009-2010     Student Representative, Residential Life Advisory Committee, Ohio Wesleyan University 

 2009-2010      Vice President, Horizons International Student Organization, Ohio Wesleyan University 

 2009-2010      Vice President, Pre-Med Club, Ohio Wesleyan University 

 2009-2010      Member/Dancer, Terpsicorps, Ohio Wesleyan University  

 2008-2009      Student Representative, Academic Policy Committee, Ohio Wesleyan University 

 2008-2009     Vice President, South Asian Board (Sangam), Ohio Wesleyan University 

 2007-2011     Choreographer of Indian Dance, South Asian Board (Sangam), Ohio Wesleyan University 

 2007-2011      Class Representative, Honors Board, Ohio Wesleyan University  

 2007-2008      Member & Events Coordinator, Pre-Med Club, Ohio Wesleyan University  

 2003-2005      Editor of high school yearbook, Secretary of Student Government & Graduation Committee,     

                              Journal Team captain in Robotics Competition, Rosemere High School 

 

AWARDS AND HONORS 

 2011                    Recipient of Best Poster Award (among undergraduate and graduate students) at RNA  

                                   Rustbelt Conference, Cleveland OH 

 2007-2011            Recipient of Trustee Scholarship upon matriculation at Ohio Wesleyan University  

 2007 & ongoing   Dean‘s List for four consecutive years of study, Ohio Wesleyan University 

 2006                     Completed STEP, Student Training Education Program, awarded by MUHC (McGill    

                                    University Health Center), Montreal, Canada 

 2005-2007            Dean‘s List for both years of CEGEP Marianopolis College, Montreal, Canada 

 2005                     Recipient of seven academic awards during High School graduation, Montreal, Canada  

 

PROFESSIONAL AFFILIATIONS 
 

      Phi Beta Kappa, Liberal-Arts Honor Society 

      Mortar Board National College Senior Honor Society 

      National Scholars Honor Society 

      Phi Sophomore Honor Society sponsored by Phi Beta Kappa 

      Phi Eta Sigma, National Freshman Honor Society 

 

 

 

(Used with permission of the author.) 
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Appendix A: When to Use a Chronological Resume 
 

On a chronological resume, work experience and employment history are listed under one section. They should 

appear in reverse chronological order with the most recent experience first. Each position listed should be 

complete with dates of employment, job title, company name, city and state, followed by a specific description 

of the job experience. The chronological resume should be a synopsis of your work history and should 

demonstrate progress with regard to your skill development. 

 

Basic components of a chronological resume: 

 

 Contact information or heading 

 Career objective 

 Education summary 

 Employment history 

 

 

It is advantageous to use a chronological resume when: 

 

 You are a recent college graduate who is seeking employment in a specialized professional or technical 

field (such as education or engineering) and you have related work experience; 

 You are making a lateral or upward move within the same career field; 

 Your recent job history displays progress and/or your job titles are impressive; 

 You are a recent graduate with little or no work experience in your field; 

 You are a current student seeking a Career Advantage Network or volunteer assignment. 

 

 

It is not advantageous to use a chronological resume when: 

 

 You are entering a new career field and you have limited relevant experience in that field; 

 You have an inconsistent job history and/or you have changed jobs frequently; 

 You have voluntarily taken a break from the world-of-work (such as a homemaker) or you 

have an unwanted gap in your employment history due to work termination; 

 You are a graduate of a liberal arts degree program with limited related work experience; 

 You want to de-emphasize your age. 

 

Source:  http://www.uakron.edu/dotAsset/685096.pdf 

 

http://www.uakron.edu/dotAsset/685096.pdf

