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Things to do at the Career Development and Employment Services Office 

 

 Meet with a Career Counselor to discuss career, employment or graduates school 

plans. 

 Search the Career Library for career, employment or graduate school information. 

 Examine career interests by taking the Strong Interest Inventory and Myers-Briggs 

Type Indicator. 

 Prepare a professional style resume, develop effective interviewing skills and learn 

job search techniques. 

 Explore local, regional or national Experiential Education opportunities. 

 Connect with potential employment opportunities through job fairs and the Job 

Locator System. 

 Review professional and graduate school testing information, including GRE, 

GMAT and LSAT test guides. 

 Explore full-time, part-time and summer employment opportunities listed on the 

Career Development Web Page - http://www.gannon.edu/student-life/career-

development-and-employment-services. 

 

 

 

 

Come visit us today for assistance with your 

career or employment needs. 
 

Call (814) 871-7680 to schedule an appointment with a counselor. 

Hours:  8:30 a.m. - 4:30 p.m. (Other hours by arrangement.) 
 

 

Career Guides available in CDES: 

 

 Resume 

 Job Search 

 Interviewing 

 International Student Job Search 

 Professional and Graduate School 

 Career Action Plan 

http://www.gannon.edu/student-life/career-development-and-employment-services
http://www.gannon.edu/student-life/career-development-and-employment-services
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INTRODUCTION 
 

This guide has been created by the Office of Career Development and Employment Services to help you in creating 

a professional resume and cover letter.  Career counselors are available for consultation via in-person appointment, 

phone appointment or email.  Schedule an appointment by calling 814.871.7680 or by emailing us at 

cdes@gannon.edu.  Be sure to send your resume as a word attachment (.doc) to cdes@gannon.edu.  We can help 

you create a resume that will lead to interviews and a great career. 
 

WHAT IS A RESUME? 
 

 A resume is a brief summary of your education, experience, skills and activities. 
 

 It is your advertisement which you send to potential employers so they will buy what you are selling - you. 
 

 It is often the first impression an employer has of you.  Therefore, it should be organized, thorough, concise, 

professional and error free.  It must look good and be easy to read/scan. 
 

 The goal of your resume is to get you an interview.  The interviews can lead to a job offer. 
 

 If you are not getting called for interviews, you should consider revising your resume. 
 

 For most college students, the resume will be one page, though never more than two pages. 
 

BEFORE YOU WRITE… 
 

 Compile a list which includes your education, honors, awards, coursework, 

projects, internships, employment, volunteer work, activities, athletics, etc, 

and then list the skills you utilized in each of those areas. 
 

 Analyze potential opportunities in your field by looking at job descriptions 

and identifying the skills and abilities that employers are seeking. 
 

 Access general job descriptions by going to http://onetonline.org and search 

under “Find Occupations.”  This site contains over 10,000 job descriptions. 
 

 Think about your background and list of skills and match up key 

points with the skills the employer is seeking.  Use the 

employer’s descriptive, or skill, words on your resume to 

describe your experience. 
 

 An outstanding candidate with a poorly written resume will often 

get passed over for less experienced candidates with an 

organized, well-written resume. 
 

 Understand it may take several written drafts of the resume 

before you get it to professional quality. 
 

 Start by writing up a rough draft and having it reviewed by a 

career counselor. 

mailto:cdes@gannon.edu
http://onetonline.org/
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GETTING STARTED 
 

DO NOT USE A TEMPLATE!!!! Open a blank document in Microsoft Word (.doc).  When you save it, 

put your last name first in the file name and make sure it is saved as a .doc document.  Do not use .rtf or.pdf unless 

that format is specifically requested by the employer.  
 

 
 

FORMAT 
 

Since employers spend, on average, less than 20 seconds on each resume, you don’t have much time to impress 

them.  Your resume must be visually appealing, organized, easy to read and absolutely error-free. 
 

 FONT SIZE: It should be 11 or 12 font, except for your name, which should be 14 bold. 
 

 FONT STYLE: Your goal is making it easy to read.  Times New Roman is the standard business font. 
 

 MARGINS: Start with 1 inch on the top, bottom, left, and right margins.  Reduce the top and bottom margins 

if necessary, though never to less than ½ inch. 

 

 SET UP: Choose the “No Spacing” option under the “Styles” section of the Word Toolbar. This allows you to 

get the most information in the least amount of space and have the resume still look professional and readable. 
 

 SPACING: Double space between headings and multiple-line entries.  Single space within entries and after 

one line entries. 
 

 HEADINGS: Use bold and UPPER CASE for your headings.  Headings include, but are not limited to, 

OBJECTIVE, EDUCATION, INTERNSHIP, EXPERIENCE, SKILLS, VOLUNTEER and 

REFERENCES. 
 

 SEQUENCE: List headings in order from most important to least important, relating to your career objective. 
 

 There are examples of resumes for different majors on pages 9 through 17. 

Name included in file name and saved as 

.doc document. 
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RESUME SECTIONS 

 

CONTACT INFORMATION 
 

 Include name, address, phone number and email. 
 

 It can be centered or justified to the left margin. 
 

 If you are moving in the near future, include both present and permanent 

addresses. 
 

 Both home and cell numbers can be used; be sure to include area codes. 
 

 Your name should be 14 Bold. 
 

 Use a professional email address and be sure to check it frequently. 
 

EXAMPLE #1 

 

 

 

 

 

 

 

 

EXAMPLE #2 

 

 

 

 

 

 

 

 

EXAMPLE #3 

 

 

 

 

 

 

 

 

EXAMPLE #4 

 

 

 

 

 

 

 

 

John Q. Smith 
123 Main Street 

Erie, PA 16541 

(814) 555-1234 

smith001@gannon.edu 

John Q. Smith 
Present: Permanent: 

123 Main Street  456 North Drive 

Erie, PA 16541 Pittsburgh, PA 15212 

(814) 555-1234  smith001@gannon.edu 

John Q. Smith 
123 Main Street, Erie, PA 16541  (814) 555-1234 smith001@gannon.edu 

John Q. Smith 

Present: smith001@gannon.edu Permanent: 

123 Main Street  (814) 555-1234 456 North Drive 

Erie, PA 16541  Pittsburgh, PA 15212 
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OBJECTIVE 
 

 One line statement (not a sentence) referencing the specific position and company. 
 

 Leave out the fluff!  “Rewarding,” “challenging” and similar adjectives are 

unnecessary. 
 

 Change the objective to coincide with each job for which you apply.  Make it specific 

to the position and/or company. 
 

 Goes at the top of the resume after your contact information. 
 

EXAMPLES 
 

 To secure an engineering internship with General Electric Transportation Systems 
 

 To obtain the position of Sports Writer at the Pittsburgh Post-Gazette 
 

 The middle school teaching position at Wilson Middle School in the Millcreek School District 
 

 

EDUCATION 
 

 Start with your degree first (B.A., B. S., MBA, M. S., M.A.) with your major and date of graduation.  If 

you are graduating from an accredited program, then it can be included, i.e., A.S. Radiologic Sciences 

(CERT Accredited). 
 

 List any minors or concentrations. 
 

 Put your school on the next line, with city and state. 
 

 Include your overall GPA if it is above a 3.0 for undergrad or 3.5 for graduate.  Include your GPA in your 

major if it is significantly higher than your overall GPA. 
 

 See a career counselor to conduct an audit of your transcript to determine the best way to report your GPA. 
 

OPTIONS 

 Include 4-8 upper-level courses under the title of COURSEWORK or RELATED COURSEWORK. 
 

 Incorporate honors such as Dean’s List, scholarships or departmental awards, or use separate headings 

titled HONORS or AWARDS (see examples on pages 9 through 18). 
 

 Relevant activities and offices held can be listed under a separate heading titled ACTIVITIES or 

LEADERSHIP (see examples on pages 9 through 18). 
 

EXAMPLE #1 

 

 

 

 

 

 

  

EXAMPLE #2 

 

 

 

 EDUCATION 

  Bachelor of Science in Biology  May 2015 

  Minor: Spanish 

  Gannon University, Erie, PA 

  GPA: 3.55 Dean’s List six semesters 

 

 EDUCATION: Bachelor of Arts, Psychology May 2015 

   Minor: Gerontology 

   Gannon University, Erie, PA 
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EXAMPLE #3 
 

 

 

 

 

 

 

 

EXAMPLE #4 (For Underclassmen) 
 

 

 

 

 

 
 

 

EXPERIENCE (includes internship, co-op, clinical, practicum, and other experience that is related to the OBJECTIVE) 

  

 Starting with the most recent, list the company, city and state, position title and dates of employment or job 

title, employer, city, state and dates.  Provide full month and year (not the specific day) or semester. 
 

 Use bold to bring attention to employers or position titles. 
 

 In bullet form, list statements that address the skills and abilities utilized in performing your job duties.  

Start each line with an action verb.  Examples are listed on pages 25-26. 
 

 Explain any accomplishments, achievements, or awards received on the job, including quantitative numbers 

when possible, i.e., Supervised a pool and water park that averaged over 500 visitors a day. 
 

 Be sure to use the proper verb tense for each entry.  Current positions should be in present tense; past 

positions should be in past tense. 
 

 Include multiple positions with the same company in one entry. 
 

 Use a separate heading, like RELEVANT EXPERIENCE, RELATED EXPERIENCE or TEACHING 

EXPERIENCE for all experiences related to the position you for which you are applying.  Put the unrelated 

positions in a heading such as EMPLOYMENT. 
 

EXAMPLE #1 
 

 

 

 

 

 
 

 

 

EXAMPLE #2 
 

 

 

 

 

 

 EDUCATION 

  Gannon University, Erie, PA 

   B.S. Business Administration May 2015 

   GPA: 3.78 
 

  A.S. Accounting May 2013 

 GPA 3.5 

 EDUCATION: Currently a junior Mathematics major (completed 84 credits) 

  Anticipated Date of Graduation: May 2014 

  Gannon University, Erie, PA 

  GPA 3.35 Dean’s List last two semesters 

 Dewey, Cheatem & Howe Pittsburgh, PA 

 Legal Intern Spring 2015 

 Handled all aspects of client correspondence via phone, email and letter. 

 Researched and wrote motions, pleadings, memoranda and legal briefs. 

 Conducted investigations and discovery. 

 Eat ‘n Park  Erie, PA 

 Assistant Restaurant Manager  January 2013 - Present 

 Reconcile sales totals of individual servers for nightly bank deposit 

 Exceed shift sales goals set by corporate management 

 Train new employees on job responsibilities and corporate policy 

 Cashier June 2009 - January 2013 

 Balanced cash register and calculated credit card receipts 

 Provided accurate and timely customer service in a fast paced environment 

You can use periods or leave them out, but 

be CONSISTENT.  If you use one period, 

every bullet on you resume gets a period. 
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SKILLS (an optional category used if you lack related experience or if you want to highlight specific skills not addressed elsewhere) 
 

 List four or five specific skills directly related to your OBJECTIVE and start with a verb. 
 

 This section may be included before or after your experience section. 
 

 List skills that are not contained in any other entries. 
 

 EXAMPLES 
 

 Strong problem solving, organizational and time management capabilities. 
 

 Able to identify computer/software problems, diagnose causes and determine 

corrective actions. 
 

 Interface with 12 professional staff members, four work study students, hundreds 

of prospective students and their families while serving as an Orientation 

volunteer. 
 

 Supervised and trained five new employees. 
 

 Used leadership skills to increase fraternity membership by 10 new members. 
 

 Research and writing skills demonstrated through the completion of two 35 page 

research projects. 
 

 Prioritized and completed deadline-sensitive tasks while editing a newspaper with a circulation of 3,000 

copies. 
 

ADDITIONAL HEADING OPTIONS 
 

 COMPUTER SKILLS: Any applications, software, hardware, etc., that you can effectively utilize.  Using 

a program once does not mean it can be included in this section.  Can be included in SKILLS. 
 

 LANGUAGE: Any languages in which you have fluency.  You may also want to include a descriptor for 

your level of fluency, such as native, advanced, intermediate or conversational.  Can be included in 

SKILLS. 
 

 ATHLETICS: List any participation in NCAA athletics or coaching experience you may have.  Include 

dates, awards/honors and accomplishments, i.e., Conference Champs 2013 and 2014. 
 

 VOLUNTEER: Significant or related volunteer work you have done.  You can include the specific role 

you had and the dates.  At the least, include the organization or name of the event and the number of 

service hours, e.g., Completed over 100 hours participating in college and community events including 

GIVE Day, Golden Harvest and Neighborhood Art House. 
 

 PROFESSIONAL DEVELOPMENT: Conferences and workshops you attended, including the 

title/theme of the event, the sponsoring organization and date. 
 

 CERTIFICATION/LICENSURE: Teaching certification, First Aid, etc.  Put “eligible for” if it is an 

expected certification/licensure that you will obtain in the future.  List expiration date, not earned date.  

You can use abbreviations that are accepted in your chosen career field. 
 

 PROFESSIONAL ASSOCIATIONS/ORGANIZATIONS: Any organizational memberships that are 

related to your occupation or education, including dates of membership. 
 

 EDUCATIONAL PROJECTS: Capstone Project, Master’s Thesis, Independent Study, Research Project, 

etc. 
 

 PRESENTATIONS: Title of presentation, other authors/researchers, organization that hosted the 

presentation, location, date. 
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REFERENCES 
 

 ALWAYS list references on a separate sheet. 
 

 Make sure you ask for permission before including someone as a reference, and have them tell you what 

address and phone number to use.  Be sure to include their title and email address.  See page 24 for an 

example. 
 

 Give your references a copy of your current resume.  They may 

only know you from one context, and having your resume can 

give them a better perspective of you and your abilities. 
 

 Use the exact contact information from your resume at the top, 

with only the heading REFERENCES. 
 

 Use the same paper and font as your resume. 
 

 Good choices for references include supervisors, teachers, and 

internship or co-op mentors.  Do not use friends or family. 
 

 Include 3 – 5 references.  Employers may contact all or just a few of the listed references. 
 

 They may be aligned to the left or centered. 

 

SENDING YOUR INFORMATION 
 

 When responding to an advertisement, check the job posting for all required information: resume, cover 

letter, transcripts, reference letters, reference lists.  Send exactly what is requested prior to the deadline.  

When sending your resume to different employers, be sure to alter any information that should be altered, 

i.e., your objective and skills, to adapt it appropriately for the position and company to which you are 

applying. 
 

 When sending your resume through the mail, use large envelopes so your resume arrives without creases.  

Put your cover letter on top, followed by your resume and any other requested information. 
 

 Seek confirmation that everything requested was received by the employer.  An incomplete file may never 

result in an interview.  Call 7-10 business days after sending your information.  Identify who you are and 

let them know you are calling to “check on the status of your application for XYZ job.” 
 

 If not sure if you should send your resume regular or electronic mail, contact the employer and ask which 

method they prefer. 
 

SCANNABLE, ELECTRONIC AND PLAIN TEXT RESUMES 
 

SCANNABLE 
 

Some companies will request a “scannable” resume.  These resumes will be scanned by a computer for keywords 

related to job descriptions of company vacancies.  The computer will record the number of “hits” for each resume; 

the more hits you have, the more likely you'll be considered for an interview.  This process allows employers to 

process large numbers of resumes rapidly and efficiently. 

 

 

 
CAUTION!! 

Your resume will most likely be rejected by the scanner, or jumbled when transmitting 

through e-mail, if it is not designed appropriately.  Bullets, tabs, centering, italics, and 

fonts that make your resume look so nice and professional, will throw off most scanners 

and will not be recognized in an e-mail message. 
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PLAIN TEXT 
 

Many companies now have a career page on their website for online applying.  It is common for them to ask you to 

“cut-and-paste” your resume into an active window.  Similar to scannable resumes, plain text resumes need to have 

all formatting removed.  The bullets, tabs, centering, italics and fonts will not transfer to the window and you will 

submit a jumbled version of your resume. 
 

HINTS: 

Here are a few rules for preparing your resume for scanning and/or plain text: 
 

 Have two copies of your resume saved: one with formatting and one without. 
 

 Remove all underlining, italics, bolding and any other formatting.  Remove all bullets.  All information 

should start on the left margin; it should not be centered.  The figure below explains how to do this. 
 

 Use Courier when sending in the body of an email, otherwise use Times New Roman, 12-point. 
 

 If you don't have one, add a section for your skills, using strong adjectives and verbs throughout.  This will 

enhance your number of “hits.” 
 

 Particularly in plain text resumes, it is critical to list the most important information first. 
 

 Saving a resume as “text only” can make it acceptable to scanners or e-mail.  Be sure to proof it carefully 

after saving it this way! 
 

 When mailing a scannable resume, use plain white paper and send it in a large flat envelope. 

 

 

 

 

 

 

 
 

ELECTRONIC 

 

An electronic resume is simply a resume that may be sent via e-mail (as a Word attachment). 

1. Select your entire resume (Ctrl + A) and click “Clear Formatting” 

2. Remove all unnecessary spaces 

3. Reorganize your entries without using bullets, bold, italics, etc 
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John Q. Gannon  
1234 Main Street 

Pittsburgh, PA 16789 

814-555-6789 

gannon001@gmail.com 

 

OBJECTIVE: A teaching position in grades K-6. 

 

EDUCATION: B.S., Elementary/Early Childhood Education May 2015 

 Gannon University, Erie, PA 

 GPA: 3.6  

 

RELEVANT Computers in Education Children's Literature 

COURSES: Children with Special Needs Teaching of All Exceptionalities 

   

CERTIFICATION: Pennsylvania Instructional I Certification, 

 Elementary Education/Early Childhood Education May 2015 

 Act 34, 114 and 151 Clearances January 2015 

 Passed all required Praxis Exams  2013 - 2015 

March 2009 

 

STUDENT  Grade 4, Blessed Sacrament School, Erie, PA  Spring 2015 

TEACHING: ●   Planned and presented instruction for subjects including Mathematics, Language  

 Arts and Science. 

 Incorporated individualized instruction to better serve students with special 

needs. 

 Developed a unit plan for novel, Because of Winn-Dixie. 

 Responsible for class control and discipline. 
 

 Grade 2, Lincoln Elementary School, Erie, PA  Spring 2015 

 Planned and presented instruction for subjects including Mathematics and 

Reading. 

 Demonstrated recordkeeping and organizational skills. 

 Presented a variety of science experiments and demonstrations. 

 Created age-appropriate activities for the study of magnets. 

 

PRACTICUM: Observed teaching methods at the following Erie area schools: 

 Grade 3 Perry Elementary School Fall 2014 

 Grade 1 Villa Maria Elementary School Spring 2014 

 Grade 3 Holy Family Elementary School Fall 2013 

 Grade 2 St. Peter’s Cathedral Center Spring 2013 

 

EMPLOYMENT: The Home Depot Erie, PA,  

 Cashier  2012-Present 
 

 Erie Sports Store Erie, PA 

 Sales Associate Summers 2012-2013 

 

VOLUNTEER: Big Brother/Big Sister Program 

 Habitat for Humanity 

 

REFERENCES: Available upon request. 

List your name, street address, 

phone number, and  email address.  

When using two addresses, place 
one on the left margin and one on 

the right. 

Keep 

your 
objective 

brief.  

Mention 
the field 

in which 

you are 
interested 

and 

specific 
positions 

when 

possible. 

List your degree and program 

first, then the date, then the 
school (with city and state).  

Include a GPA if it's above a 3.0.  

Optional: list upper level classes 
if they specifically relate to your 

chosen field.  Have a section for 

any HONORS or 

CERTIFICATIONS as well. 

Place all experience related to your 
chosen field in one descriptive category 

(ex: Teaching Experience, or Business 

Experience, or Related Experience), 
then the rest in another category (ex: 

Employment, Summer Jobs). 

List internship 

or practicum 

sites, with 
descriptions if 

appropriate, in 

a separate 
category. 

Include a section for ACTIVITIES, 

VOLUNTEER SERVICE, 

MILITARY EXPERIENCE or 
INTERESTS.  List the names of 

organizations and any specific 

projects you worked on. 

If you have space, you can opt to indicate 

that your references are available on request. 

Use a clear, easy to read 11 or 

12 point font. Laser print your 
resume.  Margins should be 

1/2”-1” on all sides. 

Describe your 
duties/activities 

using strong 

action verbs in 
half-sentences. 

Use bullet points 

or dashes instead 
of paragraphs.  

Be sure to use 

the proper verb 

tenses. 

Use an email name that is appropriate, not 

unprofessional or offensive. 

SAMPLE RESUMES 
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Sarah Rogers 
 

1044 Delaware Avenue 

Buffalo, NY 14222 

(716) 555-2314 

rogers001@knights.gannon.edu 

 

OBJECTIVE:   To obtain the position of Chemist at Vandelay Industries. 

 

EDUCATION:   Bachelor of Science, Chemistry December 2014 

 Minor: Philosophy 

 Gannon University, Erie, PA 

 GPA: 3.48 Dean’s List three semesters 

 Awarded academic scholarships   2010 – 2014 

 

RELEVANT Human Physiology Analytical Chemistry 

COURSES: Advanced Instrumental Chemistry Biotechnology 

 Computational Chemistry  Chemical Literature 

 

RELATED Intern Spring 2014 

EXPERIENCE: Microbac Laboratories, Inc. Erie, PA 

 Performed quantitative environmental tests  

 Assured safety of food, water and air based upon samples 

 Certified to perform tests based upon EPA standards and regulations 

  

  Pharmacy Assistant May 2012 – Jan 2014 

 Rite Aid Pharmacy Erie, PA 

 Assisted pharmacist by reviewing, collecting and entering data into the 

pharmacy information system as directed 

 Interacted with patients, families, visitors and staff in a courteous manner 

 Used in-depth mathematical skills necessary to accurately compute fractions, 

ratios, percentages and totals 

 Learned technical and pharmaceutical terminology 

 Processed patient charges and credits using the department computer 

 

LABORATORY Titration, Separation, Distillation, RI, IR, Pipeting, NMR and using various types of 

SKILLS: balances, methods and techniques for solving unknown compounds 

 

TECHNICAL Software:  Word, PowerPoint, Publisher, Excel, Access and Adobe Photo Shop 

SKILLS: Chemical Building Software: ChemLite and Spartan 

 
RESEARCH: Gannon University, Department of Chemistry Fall 2013 – Present 

 Study the chemistry of volatiles in wood 

 Propose mechanisms for the mass spectral fragmentation of wood volatiles 

 Developed a sample collection apparatus for measuring wood volatiles and 

quantitatively studied samples with the use of gas chromatography 

 

ACTIVITIES: Student Affiliate, American Chemical Society Fall 2013 – Present 

 President, Chemistry Club 2013 – 2014 

  

REFERENCES: Available upon request.  

 

This is a good format for 

students in a SCIENCE 
major. 
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Timothy King 
PMB 222, 109 University Square, Erie, PA 16541                 (716) 555-1234              king011@gmail.com 

 

OBJECTIVE 
 

Seeking the position of a Financial Advisor at Comerica Bank. 

 

EDUCATION 
 

B. S. BUSINESS ADMINISTRATION May 2015  

Minors: FINANCE/MARKETING 

Gannon University, Erie, PA  

GPA:  3.85 Dean’s List every semester 
 

 Associate of Arts in Liberal Arts, Honors Graduate May 2013 

 Jamestown Community College, Jamestown, NY 

 GPA:  3.75 

 

RELATED COURSEWORK 
 

Human Resource Management International Business  Investments 

Business to Business Marketing  Financial Management  Consumer Behavior 

  

COMPUTER SKILLS 
 

 Word, Excel, PowerPoint, Publisher, Access, WordPerfect, Datatel and PeopleSoft. 

 

EXPERIENCE 
 

Community Relations/Outreach Assistant, SafeNet Erie, Erie, PA May - Dec 2014 

 Planned and assisted with events for the $2 million Capital Campaign.   

 Reorganized the community education department. 

 Wrote individualized donation request letters to business contacts. 

 Communicated and arranged volunteer applications and organization event requests. 
 

Work Study, Center for Adult Learning, Gannon University, Erie, PA June 2013 - Aug 2014 

 Corresponded via email with international applicants. 

 Contacted students with scheduling and billing discrepancies. 
 

Work Study, Jamestown Community College, Jamestown, NY Aug 2011 - May 2013 

 Designed event programs, athletic training manuals and team yearbooks for the athletic department. 

 

ATHLETICS 
 

 Soccer, Gannon University, NCAA Division II 

 Conference Champs 2013 
  

 Soccer, Jamestown Community College 

 NJCAA Academic All-American Team 2011 and 2012 

 

ACTIVITIES 
 

 Treasurer, Gannon University Stock Market Club Sept 2012 - Present 
  

 Delta Mu Delta, International Business Administration Honor Society April 2011 
  

 Phi Theta Kappa, International Junior College Honor Society November 2011

This is a good format for students 

in a BUSINESS major. 
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Steve Simmons 
 

923 West 24
th
 Street, Apt. # 5 ● Erie, PA 16502 ● 814-555-6789 ● ssimmons@hotmail.com 

 
 

OBJECTIVE 
 

 To obtain an entry level position in the sports media field. 
 

EDUCATION 
 

 Bachelor of Arts, Communication Arts May 2015 

 Gannon University, Erie, PA 
 

RELATED EXPERIENCE 
 

 Image Sports Network, Erie, PA 

 Camera Operator October 2013 – Present 

 Film various sporting events including basketball, football and baseball. 

 Film an American Indoor Football Association team, The Erie Freeze.   
 

 Erie Otters Hockey, Erie, PA 

 Camera Operator  Sept 2012 – March 2013 

 Filmed live-game action for video scoreboard and various on-ice and in-crowd promotions. 
 

 NBC Affiliate – WICU 12 Sports Department, Erie, PA  

 Camera Operator/Scriptwriter/Editor Intern  May – December 2013 

 Filmed a variety of sports including football, softball, cross country, basketball and auto racing, 

and stand-up interviews with local, regional and national sports figures including Hines Ward, 

Sean Casey and Mark Shapiro. 

 Attended the Cleveland Browns’ training camp and filmed interviews with players and coaches. 

 Edited and constructed sports video clips using Adobe Premiere. 

 Wrote scripts for on-air sports reports. 

 Anchored off-air practice sports reports. 
 

 Erie Seawolves Baseball, Erie, PA 

 Camera Operator  April – Sept 2013 

 Filmed live-game action for video scoreboard and various on-field and in-crowd promotions. 
 

ON-AIR EXPERIENCE 
 

 90.5 WERG FM – Erie’s Rock Alternative, Gannon Univeristy, Erie, PA 

 Disc Jockey and Sports Broadcaster  Aug 2012 – Present  

 Operate Digi-link Audio System to broadcast music, PSA’s, and sports reports.  

 Discuss music, news, sports, and popular culture during afternoon and evening drive programs.  

 Provide play-by-play and color commentary for women’s basketball and softball, and men’s 

baseball.  
 

 Next Media (Currently Connoisseur Media), Erie, PA 

 Disc Jockey  (Froggy 94.7 FM – Oldies and Star 104 – Top 40  Sept 2012 – Feb 2013 

 On-air talent during various programs including Sunday evenings and afternoon drive programs.  
 

TECHNICAL SKILLS 
 

 Proficient with JVC GY-DV550U camera. 

 Experience using Adobe Premiere, Apple imovie, Digi-link Audio System and Audio Vault. 

This format works well for students 

in a HUMANITIES major. 
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Melanie Archer 
Current:                                                   Permanent: 

944 W. 7
th
 Street   56 Highland Drive 

Erie, PA 16501  Pittsburgh, PA 15211 

archer002@gmail.com  724.555.6114  

 
 

OBJECTIVE: To obtain the position of Registered Nurse at UPMC Hamot. 
 
 

EDUCATION: Bachelor of Science in Nursing  December 2014 

  Gannon University, Erie, PA 

  GPA: 3.34 

 

CERTIFICATION: Board eligible, December 2012 

  Health care provider CPR certified 

  Certified Nurse’s Aid 

 

CLINICAL: Completed rotations at the following sites: 

EXPERIENCE: Franklin Pediatrics, Franklin, PA Warren Pediatrics, Warren, PA 

  Pediatrics   Pediatrics 
 

  UPMC Hamot, Erie, PA St. Francis Medical Ctr., Pittsburgh, PA 

  Internal Medicine     Obstetrics/Gynecology 

  Surgery      Internal Medicine 
 

  Western Psych. Institute, Pittsburgh, PA David Kline, D.O., Erie, PA  

  Mental Health      Family Practice 

 

PRACTICUM: UPMC Hamot, Erie, PA Summer 2014 

 Completed 112 hours on a medical/surgical floor treating post op cardiac, 

pulmonary, and gastric bypass patients, telemetry monitoring and medical 

overflow patients 

 

RELATED Nurse’s Aid Aug 2012 – Present 

EXPERIENCE:  Sarah Reed Retirement Center, Erie, PA 

 Perform activities of daily living including dressing, toileting and hygiene 

while maintaining the privacy and integrity of residents 

 Turn/position residents who are at risk for skin breakdown and perform range 

of motion exercises 

 Use of lifts, alarms and other safety precautions to provide quality care 

 Report any changes/discrepancies in residents to proper nurses 

 

LEADERSHIP: Secretary, Phi Eta Sigma Freshmen Honors Fraternity 
   

  Treasurer, Alpha Tau Delta Nursing Fraternity 
   

  Vice President of Alumnae Relations, Alpha Gamma Delta 

 

EMPLOYMENT: Waitress, Eat’n Park, Erie, PA 2010 – 2012 
 

  Cashier, Giant Eagle, Pittsburgh, PA 2009 – 2011 

 

REFERENCES: Available upon request.

This is a good format for students in 

a HEALTH SCIENCE major 
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Oswald Meter 
School                                                      meter001@hotmail.com Permanent  

PMB # 100 400 Hidenseek Ave 

109 University Square Smithville, PA 16550 

Erie, PA 16541 724-111-2222

 
 

 

OBJECTIVE:  
 

To obtain an internship in the Information Systems field for spring 2014. 

 

EDUCATION:     
 

Currently a sophomore Information Systems major 

Gannon University, Erie, PA 

Anticipated Date of Graduation: May 2014 

GPA: 3.0 

 

RELEVANT COURSEWORK: 
 

Problem Solving with OOP  Introduction to Computer Forensics 

Business Technology  Database Management Systems 

Principle of Systems  Using UNIX  

Server Management   Calculus I - III 

    

TECHNICAL SKILLS: 
 

Language: C++, JAVA, COBOL, Visual Basic, UNIX and Pascal 

Software: Word, Excel, Access, Dreamweaver and Adobe Photo Shop 

  

RELATED EXPERIENCE:  
 

Gannon University, ITS Department Erie, PA 

Work Study Spring 2013 – Present 

 Perform trouble-shooting and work with faculty and students to resolve computer problems. 

 Install and repair computer hardware and software. 

 

EMPLOYMENT: 
 

Applebee’s Smithville, PA 

Server and Prep Cook Dec 2012 – Present 

 Take orders, prepare/serve food and bus tables. 

 Work summer and school breaks. 

 

Wal-Mart Smithville, PA 

Stockperson and Cashier  Dec 2011 – Nov 2012 

 Stocked and organized store. 

 Cashed out customer purchases. 



ACTIVITIES: 
 

Gannon Computer Association, Vice President Fall 2012 – Present 

 

References Available Upon Request

Applying for an INTERNSHIP 

OR CO-OP?  Your resume may 

look like this example. 
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Bob Jones 
144 Tompkins Avenue 

Thurston, PA 14731 

(412) 555-7712 

jones039@gmail.com 

 

OBJECTIVE 
 

 Seeking a Mechanical Engineer position at General Electric Transportation Systems 
 

EDUCATION 
 

B. S.  MECHANICAL ENGINEERING December 2014 

Minor: MATHEMATICS  

Gannon University, Erie PA 
 

RELEVANT COURSES 
 

Fluids Mechanics Engineering Analysis Statics 

Machine Elements  Materials Processing  Heat Transfer 

Strength of Materials  Advanced Thermodynamics Machine Design 
 

COMPUTER SKILLS 
 

Technical: Pro-E Wildfire, CADKEY, MATLAB, ANSYS and Working Model 

Applications: Microsoft Windows, Word, Excel and PowerPoint 
 

INTERNSHIP 
 

Research & Development Mechanical Engineering Intern May - August 2014 

Century Cell, Meadville, PA 

 Developed and performed experimental testing of various hydrogen outputs 

 Assisted in the design of different models for hydrogen battery technology 

 Organized, analyzed and plotted experimental data using LAB VIEW and other programs 

 Co-developed prototypes for fuel distribution 
 

EDUCATIONAL PROJECT 
 

Scoliosis Patient Walker 2013 - 2014 

 Served as a group leader for a team of four 

 Collaborated with local medical center personnel for design parameters 

 Designed and created a walker to keep scoliosis patients in tension as a means to assist in treatment 
 

EMPLOYMENT 
 

 Escort, Police and Safety, Gannon University, Erie, PA  2012 - 2013 

 Ensured security in designated campus sector by escorting and assisting visitors and student 
 

 Mechanic, Bay Transmissions, Erie, PA Summers 2010 - 2012 

 Removed and dismantled transmissions   

 

ORGANIZATIONS 
 

 Student Member, American Society for Mechanical Engineers 
 

VOLUNTEER 
 

 Give Day Fall 2012 and 2013 

 Habitat for Humanity June - Sept 2009

This format works well for students in 

an ENGINEERING or 

COMPUTER SCIENCE major. 
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Peter W. Myers 
880 West 5

th
 Street 

Erie, PA 16501 

(412) 555-2287 

pmyers@yahoo.com 

 

OBJECTIVE: Seeking a position in the field of Accounting. 

 

EDUCATION:  Gannon University  Erie, PA 

  Pursuing a Master’s in Business Administration 
  Bachelor of Science in Accounting May 2014  

 

RELEVANT PENNDOT (District Office Accounting Department) Oil City, PA 

EXPERIENCE: Accounting Intern May 2013 - May 2014 

 Created budgets of up to $50,000 for county highway projects 

 Redistributed allocated percentages to correctly reflect the money that was used up for 

projects   

 Converted General Ledger coding to SAP from an older system  

 Prepared invoices and handled bill payments  

 Reviewed and processed travel expenses  

 

 Smithtown Florist Smithtown, PA 

 Accounting Assistant May 2010 - April 2013 

 Entered daily accounts receivable and accounts payable into a ledger 

 Calculated bi-weekly employee payroll  

 Reviewed and processed bank reconciliations 

 Calculated depreciation expense for financial statements and tax purposes 

 Placed orders and handled sales 

 

 Cardholder Management Services Pittsburgh, PA 

 Collection Agent May - August 2011 

 Reviewed credit card accounts that were delinquent 90 or more days  

 Assisted card holders in arranging payment plans 

 

TECHNICAL Familiar with the Peachtree Accounting System and SAP software  

SKILLS:  Proficient with Microsoft Access, Excel, PowerPoint and Word 

 

EMPLOYMENT: Myers Freelance Landscaping Pittsburgh, PA 

  Assistant Manager  May 2007 - August 2013 

 Managed and balanced accounts for 30 customers 

 Developed and maintained clientele 

 Purchased landscape supplies as needed 

    

 Giant Eagle Monroeville, PA 

 Stock Clerk   May 2005 - December 2011 

 Conducted quarterly inventory counts 

 Stocked shelves and monitored product sales  

 Built displays to best market weekly sale items   

   

ACTIVITIES:  Gannon University Intramural Sports  Fall 2009 – Fall 2013 

 Team leader and member for both the soccer and flag football teams 

 

This format works well for 

PART-TIME GRADUATE 

STUDENTS. 
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Holly Clark 

47 Kersey Drive, Mentor, OH 44060             (440) 555-7989                                     H_Clark@yahoo.com 

 

OBJECTIVE 

 The Third Grade teaching position at Jones Elementary. 

 

EDUCATION 

 Bachelor of Science, Early Childhood/Elementary Education May 2015 

 Gannon University, Erie, PA   

 GPA:  3.89 Dean’s List six semesters 

 Earned the Sister Eunice Carlos Award for Excellence in Early Childhood Education 

 

CERTIFICATION 

 Eligible for Pennsylvania Teaching Certification May 2015 

 

STUDENT TEACHING 

 Grade 2, Harding Elementary, Erie, PA Spring 2014 

 Currently completing requirement until May 2
nd

.  
 

 Grade 5, Grandview Elementary, Erie, PA Spring 2014 

 Planned and implemented lessons in Language Arts to a class size of 25 and lessons in Social 

Studies to 100 students (25 students per cycle). 

 Demonstrated adaptability when working with various learning abilities. 

 Maintained a disciplined, yet non-threatening classroom. 

 Oversaw a service project that collected 1,700 children books for a local organization. 

 

PRACTICUMS 

Observed teaching methods and developed lesson and unit plans at the following Erie area schools: 

Grade 4 Elk Valley Elementary School Fall 2013 

Grade K Chestnut Hill Elementary School Spring 2013 

Grade 2 E.C. Davis Primary School Fall 2012 

Grade 3 Blessed Sacrament Spring 2012 

Grade 6 Perry Elementary School Fall 2012 

 

RELATED EXPERIENCE 

 Childcare Worker  Nov 2011 - Present 

 Little Wonders Childcare Center, Erie, PA  

 Provide childcare services for ages infant to 12 years old. 

 Create and implement lesson plans for toddlers (1-2 years old). 

 Developed center’s first monthly newsletter to be sent to parents. 

 

EMPLOYMENT 

 Associate Manager 2006 - 2011 

 Big Lots, Inc., Leechburg, PA and Erie, PA 

 Started as a cashier and worked up to Associate Manager. 

 

SERVICE ACTIVITIES 

 Assistant Director, Blessed Sacrament’s Production of Aladdin Jr Spring 2012 

 Choreographed the production and taught the movements to entire cast. 
 

 Volunteer, Cascade United Methodist Church Fall 2011 

 Assisted in set up of “Dishes Around the World” dinner and their “Harvest” party

This format works well for 

EDUCATION majors. 



 

 

18 
 

Scannable/Unformatted Resume (Use Courier font when sending in the body of an email.) 

 

Ron Johnson 

908 Gore Road 

Erie, PA 16506 

(814) 555-2366 

johnsonron@hotmail.com 

 

 

OBJECTIVE 

To obtain a biologist position with the Department of Environmental Protection 

 

EDUCATION 

Bachelor of Science in Biology, December 2014 

Gannon University, Erie, PA 

GPA in Major: 3.44   Overall: 3.26, Dean’s List, three semesters 

Worked summer and part-time jobs to pay tuition (50%) and expenses. 

 

COURSEWORK 

Principles of Ecology, Microbiology, Comparative Vertebrate Anatomy, Field Ecology, Biotechnology, 

Animal Behavior and Physiology, Biology of Fisheries, Botany and Vertebrate Zoology 

 

TECHNICAL SKILLS 

Computer Skills: Proficient with Pasco scientific and Microsoft Office software including Access, Excel, 

PowerPoint, Publisher and Word. 

Laboratory Skills: Used microscopes, meters, electrophoresis and staining during course labs. 

Research and Writing Skills: Completed 10 research projects and wrote detailed laboratory reports. 

 

RELATED EXPERIENCE 

Greenmarket Animal Hospital, Erie, PA, December 2012 – May 2014 

* Managed up to 25 boarders on weekends, including feeding, medicating, walking, bathing and cleaning 

of kennels and facility. 

* Performed veterinary technician duties, including  managing patients, taking temperature, pulse and 

respiration, preparation of vaccinations and medications, cleaning ears, trimming nails, mat removal, flea 

and tick inspection, holding for required procedures, and completed supply and facility check lists. 

* Performed lab work: blood analysis, manual blood count, urinalysis, parasite and stains. 

 

EMPLOYMENT 

Scenic Heights Golf Course, Erie, PA, April 2010 – Present 

* Turf maintenance, equipment maintenance and golf course design/constructions. 

* Required ability to prioritize and manage all aspects of keeping a golf course in good working order for 

general public and special events. 

* Completed fertilization, dethatching, aerification, irrigation and reconditioning. 

* Maintained operation of all equipment: preventative and general maintenance. 

* Maintained pump, satellites, heads, pipe and wiring.  

* Winterization of irrigations system. 

* Design and construction of tees, greens, fairways, roughs and cart paths. 
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WRITING A COVER LETTER 
 

Before you write the Cover Letter: 
 

 Decide the purpose of your letter 

 Read the job description and highlight any skills or abilities for which they are asking 

 Use your resume to determine how your skills and abilities match up with the job description 

 Research, research, research the company 
 

What to Include: 
 

Heading 

 Your address 

--One to two spaces-- 

 Date 

 --One to two spaces-- 

 Person’s name to whom you are sending the letter 

 Title 

 Company 

 Address 

 --One to two spaces-- 
 

Salutation 

 Dear Mr./Ms. Career: 
 

Introduction 

 Your first paragraph should grab your reader’s attention 

 Start with why you are writing and how you found out about the position 

 If someone recommended that you apply, include his/her name and title 

 Include information about the company (mission, philosophy, goals, etc.) and how it relates to you 
 

Body 

 Market yourself and how your education and experience relate to this position 

 Summarize relevant experiences, class/research projects, internships/co-ops or service hours 

 Give examples that demonstrate skills or abilities  

 Use the job posting to develop statements showing your skills  

 Draw your reader’s attention to specific parts of your resume 

 Describe what makes you a good candidate for the position 

 Explain what you can do for the employer 

 Can be one or two paragraphs 
 

Conclusion 

 Politely and firmly suggest a meeting to further discuss your qualifications 

 Provide your phone number and email address where you can be contacted conveniently 
 

Closing 

 Sincerely,  
 

Signature 

 Always sign your name above your printed name

Tips 
 

 Always address your cover letter to a 

specific person 

 Be sure to tailor your letter to the 

position and company to which you 

are applying 

 Include information that is relevant to 

the position 

 Print your letter on cream-colored 

resume paper 

 Limit the amount of sentences that 

start with I 

 Keep it one page in length 
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DEMONSTRATE YOUR QUALIFICATIONS 
 

The body of your cover letter should highlight your skills relevant to the position for which you are applying.  

You also need to validate your competencies by explaining the setting where you obtained them.  A good way to 

compose the body is to write skill statements for each qualification an employer lists in a job posting.  Below are 

examples of how to write an effective cover letter by thoroughly and concisely describing your skills.  On the 

left are the qualifications the employer listed in the job posting.  The right has an example of a possible 

statement that relays how you acquired those skills and the context in which you used or obtained them. 
 

 

 

 DESIRED QUALIFICATION YOUR STATEMENT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Excellent skills in communication, both 

written and oral . . . 

Used written and oral communication 

skills to communicate effectively with 

students, parents and faculty while 

interning in the Career Development and 

Employment Services office. 

Familiarity with and support of the 

goals and programs of highly selective, 

small, residential liberal arts college. . . 

Planning, organization, follow through, 

and time management . . . 

Ability to establish rapport with 
different types of people, to listen well, 

to converse easily . . . 

Familiarity with fundamental computer 

applications . . . 

 

Planning, organization, follow-through and 

time management are all skills I utilize in 

my current position as a photo editor where 

I must manage two or three projects a 

week and meet strict deadlines. 

Working the Phon-a-Thon for the 

Development Office helped me to 

communicate effectively with people and I 

was able to exceed weekly pledge goals for 

eight straight weeks. 

As seen in my attached resume, I have 

extensive experience with computer 

programs that produce spreadsheets, 

reports and documents.  I also have 

knowledge of more specific computer 

programs such as CADKEY and 

MATLAB. 

As a graduate of Gannon University, I 

learned and came to cherish the goals and 

programs of a liberal arts college.  I believe 

that my liberal arts education has made me 

a well rounded candidate. 
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31 Central Avenue 

Erie, PA 16502 

 

May 18, 2015 

 

John Gateman 

Human Resource Manager 

Lehigh Valley Financial Group 

1000 Corporate Parkway 

Center Valley, PA 18034 

 

Dear Mr. Gateman: 

 

In April, I had the opportunity to speak with you about your company at the Western PA 

Collegiate Job & Internship Fair in Monroeville and you directed me to your corporate website 

for job opportunities.  As a recent graduate of Gannon University with a Bachelor of Science 

degree in Accounting and a minor in Mathematics, I feel I would be an ideal candidate for the 

position of Junior Accountant  

(ID # 31775).  Please accept my resume as an application for that vacancy. 

 

As an intern at Citadel Broadcasting, I assisted the Senior Accounting Manager in preparation, 

processing and delivery of customer invoices and preparation of a weekly report detailing 

collection efforts on past due invoices.  Following completion of this internship, I accepted an 

offer to continue at Citadel Broadcasting as a part-time accountant. In this capacity, I handled 

daily cash reconciliations including applying payments to client invoices. I also gained extensive 

experience with accounts payable by analyzing expense reconciliations, making appropriate 

payments and preparing, processing and paying vendor invoices.  

 

While at Citadel Broadcasting, I performed my tasks using QuickBooks, thus advancing my 

knowledge of the spreadsheet software application your company currently employs.  

Additionally, I have extensive knowledge of Peachtree, Net Suite and Excel achieved through 

academic courses such as Business Technology, Advanced Business Technology and Accounting 

Information Systems. 

 

My combination of education and experience has provided me with the necessary skills to be a 

successful Junior Accountant for the Lehigh Valley Financial Group.  I look forward to further 

discussing the opportunity with you and can be reached at (814) 555-1234 or 

smith033@yahoo.com.  Thank you for your time and consideration. 

 

Sincerely, 
 

John Smith 
 

John Smith 

 
 

 

 

Politely suggest a meeting, at their 

convenience, to discuss your qualifications.  

If you tell them you'll call to set up an 

appointment or to get more information, be 

sure to follow through. 

Always thank them 

for their time! 

Open the door to more interviews by: 

 Writing concisely and clearly. 

 Always being positive and polite. 

 Demonstrating how you fit specific job requirements. 

 Linking your abilities, experiences and education to the 

company's needs.  Show how you're a good match for them! 

Elaborate 

on key 

points in 

your 

resume 

that will be 

significant 
to the 

employer.  

Do NOT 

just restate 

your 
resume. 

State your 

reason for 

writing.  Are 

you applying 

for a job, 

inquiring 

about 

vacancies, or 

requesting 

information? 

Tell them how you heard 

of the company.  An ad 

in the paper?  Career 

Development?  A 

referral?  A website? 

Whenever possible, use a person's 

name.  If it's not available from the 

advertisement or from calling the 

company, use To Whom it May 

Concern, Dear Sir or Madam, or 

Dear Employer. 

Mention 

some 

personal 

qualities 

or skills 

you 

possess 

that make 

you ideal 
for the 

position. 

Use a standard 

business letter 

format.  List 

your address, 

the date, then 

the employer's 

address. 
 

A cover letter should accompany every 

resume you send out.  It introduces you to 

employers and highlights your skills.  

Often it is the employer's first impression 

of you! 
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OTHER JOB SEARCH CORRESPONDENCE 
 

The following are samples of the bodies of other job search correspondence letters that you may need to write.  

The format should be set up the same as the cover letter on page 21. 

 

THANK YOU LETTER 

 

I would like to thank you and Mr. Bing for the opportunity to interview yesterday morning and to confirm my 

strong interest in the Programming Position with X Game Company. 

 

As we discussed, my programming experience, education and passion for your product will prove to be an 

asset to your company.  Since we spent time discussing my game related programs, I included a disk with 

many examples of my work. 

 

I look forward to speaking with you soon to further discuss the position. 

 

ACKNOWLEDGEMENT LETTER 

 

Thank you for your September 21
st
 letter offering me the position of Physical Therapist with Miller Therapy 

Center.  I was pleased to receive your offer of $65,000 annually.     

 

I will take all of the information we discussed into consideration, and I will let you know of my decision 

within two weeks.  Thank you again for your offer to join the staff of Miller Therapy Center. 

 

 

 

 

 

 

 

 

 

 

 

 

 

ACCEPTANCE LETTER 

 

I would like to express my gratitude for your letter offering me the Accounting I position within your Claims 

Department at a salary of $49,000 per year.  (Mentioning the salary is a confirmation of the offer.) 

 

I was impressed with your facility and personnel and I am pleased to accept your offer.  I will have relocated 

to the Pittsburgh area and will be ready to report to work on January 1.  This week I will contact the Human 

Resource Office to request all paperwork that will need to be completed prior to my start date. 

 

Again, I appreciate the confidence that you have demonstrated by selecting me, and I look forward to 

achieving results for Cancilla Accounting. 
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REJECTION LETTER  (When you have received several offers and have chosen one, it is appropriate to 

send rejection letters to the employers whose positions you declined, explaining briefly your decision to 

decline their offers): 

 

It was a pleasure to meet with you and Ms. Jones to discuss the needs of the Clark County School District.  

I thank you for the offer you presented in regards to the Secondary Math teaching position.  However, 

after careful consideration, I have decided to decline your offer. 

 

My decision is based on the fact that I have accepted a position with another school district that is closer to 

my home. 

 

Thank you for your interest, time and consideration.  You have a wonderful school and I would have 

enjoyed working with your students and staff. 

 

REQUEST FOR ADDITIONAL INFORMATION 

 

Thank you for your May 14
th
 letter offering me the Probation Officer Position with Holmes County.  This 

is a very attractive offer and I will be considering all of the details over the next few days. 

 

However, before I make my final decision, I would like to request a clarification.  Recently I received the 

benefits brochure and I noted that there is no information on the dental coverage that was mentioned in our 

interview.  I would be grateful if you would please forward me information on the dental plan. 

 

I value your organization and your offer and will let you know of my decision shortly after receiving the 

requested information.  Thank you for all of your kind assistance. 

 

NETWORKING LETTER 

 

It was very nice to speak with you again; I have missed our afternoon conversations.  Per our last meeting, 

I am enclosing my resume for your information.  If you learn of any opportunities, I would be grateful if 

you would forward my resume. 

 

A thousand times thank you.  Your mentorship while I was an intern, and now as a first time job seeker, is 

truly appreciated.  If you have any suggestions, or recommendations of people for me to contact, please let 

me know. 
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SAMPLE REFERENCE PAGE 
 

Jennifer T. List 
1975 Treetop Drive, Apt. B 

Erie, PA 16501 

(814) 555-7680 

listjt@cs.com 

 

 

 

Professional References 

 

 

Donna Smith 

Head Engineer 

General Electric 

One GE Drive 

Erie, PA 16503 

814-555-2101 

smithd@ge.com 

 

David Jones 

Engineer 

General Electric 

One GE Drive 

Erie, PA 16503 

814-555-4321 

jonesd@ge.com 

 

Dr. Ludwik Medeksza 

Chair, Dept. of Mechanical Engineering 

Gannon University 

Erie, PA 16541 

814-871-1000 

medeksza@gannon.edu 

 

Mike Roberts 

Owner 

Roberts Computers 

111 Holmes Avenue 

Erie, PA 16501 

814-555-4234 

Mike@roberts.com 

 

You may center all your 

references, or list them 

along the left margin. 

Include name, title, 

company or 

organization, 

address, telephone 

number and email 

address. 

Acceptable References 

 Teachers 

 Supervisors 

 Internship or Co-op 

Mentors 

 Coaches 

Non-Acceptable 

References 

 Family members 

 Friends 

 Pets 

Speak with your references 

in advance to discuss your 

career plans and get their 

permission to use them as a 

reference  DO NOT just use 

someone's name without 

speaking with them first. 

Keep your references 

informed whenever you get 

an interview. 

Include 3-5 professional 

references.  Employers 

typically only call three. 

Your reference sheet 

should be on the 

same paper and in 

the same font as 

your resume. 

Use the same heading 

from the resume 
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Administrative 

Skills 
approved 

arranged 

catalogued 

categorized 

classified 

completed 

contacted 

corrected 

corresponded 

dispatched 

exchanged 

executed 

generated 

inventoried 

organized 

processed 

projected 

purchased 

recorded 

reorganized 

scheduled 

screened 

sorted 

trimmed 

turned 

 

 

 

Creative Skills 
acted 

combined 

conceived 

conceptualized 

decorated 

designed 

described 

devised 

directed 

drafted 

entertained 

experienced 

illustrated 

improvised 

integrated 

invented 

marketed 

 

made 

outlined 

performed 

played 

reproduced 

restored 

revised 

shaped 

showed 

solved 

staged 

visualized 

 

 

 

Communication  

Skills 
advertised 

articulated 

collaborated 

communicated 

composed 

consulted 

conveyed 

corresponded 

counseled 

debated 

defined 

demonstrated 

described 

discussed 

edited 

elicited 

explained 

interacted 

introduced 

justified 

lectured 

listened 

marketed 

motivated 

participated 

perceived 

persuaded 

prepared 

presented 

proposed 

publicized 

 

published 

questioned 

referred 

related 

reported 

resolved 

responded 

served 

serviced 

specified 

spoke 

stressed 

suggested 

summarized 

synthesized 

targeted 

translated 

united 

validated 

 

 

 

Computer 

Skills 
adapted 

applied 

assembled 

built 

coded 

computed 

constructed 

developed 

diagnosed 

engineered 

fixed 

installed 

integrated 

investigated 

loaded 

maintained 

operated 

programmed 

repaired 

restored 

retrieved 

studied 

upgraded 

utilized 

 

 

Finance Skills 
adjusted 

allocated 

appraised 

assessed 

audited 

balanced 

budgeted 

coded 

computed 

conserved 

consolidated 

corrected 

developed 

distributed 

diverted 

effected 

estimated 

expedited 

financed 

forecasted 

formulated 

increased 

insured 

interpreted 

inventoried 

justified 

manipulated 

merged 

modified 

monitored 

negotiated 

predicted 

programmed 

quantified 

rated 

reconciled 

reduced 

rendered 

researched 

retrieved 

sold 

tabulated 

traced 

tripled 

unraveled 

verified 

withdrew 

ACTION WORDS 
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Helping Skills 
accommodated 

adapted 

adopted 

affirmed 

aided 

amended 

answered 

assessed 

assisted 

cared for 

clarified 

coached 

collaborated 

comforted 

contributed 

counseled 

effected 

empathized 

empowered 

enabled 

inspired 

intervened 

involved 

learned 

listened 

mentored 

participated 

placed 

provided 

screened 

searched 

secured 

selected 

shared 

simplified 

studied 

supported 

treated 
 
 

Investigation 

Skills 
analyzed 

assessed 

checked 

classified 

collected 

compared 

concluded 

conducted 

continued 

detected 

determined 

dispensed 

displayed 

gathered 

inquired 

inspected 

interpreted 

investigated 

located 

measured 

observed 

predicted 

researched 

solved 

surveyed 
 
 

Leadership 

Skills  
accelerated  

accomplished  

achieved 

acquired 

addressed 

administered 

amended 

analyzed 

anticipated 

approved 

arbitrated 

arranged 

ascertained 

assigned 

assumed 

assured  

attained 

attended 

authorized 

bargained 

bought 

briefed 

carried out 

chaired 

challenged 

changed 

cleared 

committed  

competed 

confronted 

conserved 

consulted 

contracted 

contributed 

controlled 

convened 

coordinated 

dealt with 

delegated 

strengthened  

succeeded 

supervised 

tackled 

tripled 

unraveled 

volunteered 

waged 

won 

determined 

developed 

directed 

eliminated 

employed 

enforced 

ensured 

established 

exercised 

exhibited 

expanded 

facilitated 

formed 

functioned 

implemented 

increased 

influenced 

instilled 

instituted 

interpreted 

interviewed 

judged 

launched 

managed 

mediated 

nominated for 

obtained 

prioritized 

produced 

promoted 

qualified for 

recognized 

recommended 

remembered 

scheduled 

sold 

stimulated 

streamlined 
 

 

Teaching 

Skills 
adapted 

answered 

assessed 

assisted 

built 

coached 

collaborated 

communicated 

conducted 

counseled 

educated 

enlightened 

evaluated 

examined 

facilitated 

graded 

instructed 

interpreted 

memorized 

mentored 

molded 

showed 

stimulated 

structured 

taught 

tutored 

 

ACTION WORDS 



Career Development and Employment Services 

Located in the Student Success Center 

A. J. Palumbo Academic Center ~ First Floor 

Ph:  (814) 871-7680 ~ Fax:  (814) 871-7220 

email:  cdes@gannon.edu 
http://www.gannon.edu/student-life/career-development-and-employment-services  

http://www.gannon.edu/student-life/career-development-and-employment-services
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