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TYPES OF RESUMES 
 
 

1. CHRONOLOGICAL 
 

A chronological resume starts by listing your work history, with the most recent positions 

listed first. As a result, this structure works well for job seekers with a strong working 

background. It is often considered one of the most common resume structures. 

 
 Pros: 

 Good for those with a strong history 
 Employers prefer it 

 
 Cons: 

 Displays problems like job-hopping and gaps 
 Not good for career-changers and those with little work experience 

 
 
 

2. FUNCTIONAL  
 

A functional resume focuses on your skills and experience, rather than on your chronological 

work history. It is typically used by job seekers who are changing careers or who have gaps 

in their employment. In this way, specific skills and capabilities are emphasized to highlight 

potential. 

 
 Pros: 

 Highlights strengths, hides weaknesses 
 Can present life experiences 
 Good for those with limited work experience 

 
 Cons: 

 Some employers do not like this type 
 Can “backfire” if poorly done 

 
 
 

3. COMBINATION 
  

 Combines elements of both resume types 
 
 

 
 

 
 

http://jobsearch.about.com/od/skills/fl/job-specific-skills.htm
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YOUR RESUME IS YOUR FIRST IMPRESSION 
 
 

Your resume has to sell the reader in the top half. 
 

 If there is an objective, it should be simply stated with a particular employment opportunity in mind. 

 
 Your strongest skills and qualifications should be listed either at the top of the resume in the skills 

summary or in the first job description. 

 
 The position titles, company names, and dates of employment should stand out. 

 
 
The resume should be written with the employer in mind. 
 

 Tailor your resume to the kind of jobs you are looking for.  If the jobs are different, your resume should 

be adapted to reflect the differences between employers and what they are looking for. 

 
 The qualification listed in your resume should match those listed in the job description for which you 

are applying. 

 
 
Your accomplishments should stand out. 
 

  The employer should easily be able to determine your accomplishments when reading your    

 work history.  Do not bog the reader down with less important points. 

 
  Your qualifications should not be busied in long paragraphs. 

 
 
Your resume should have eye appeal. 
 

 It should look clean and professional. Avoid using “Fancy” fonts. These types of fonts are very 

hard for some people to read and may land your resume in the dreaded “no” pile! 

 
  It should have plenty of areas (between paragraphs). And there should not be too much information 

crammed onto one page. 
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THE BASICS OF A RESUME 
 

HEADING 
Tell the employers where they can reach you.  At the top of the page, type your full name, your complete 
address with zip code, your email address and your telephone number with area code. 

 
JOB OBJECTIVE 
In one short sentence tell the kind of work you are seeking. If you have no experience, state that you are 
“Seeking an entry level position in…”  You may choose to start your resume with a summary of your 
qualifications as opposed to an objective. 

 
EDUCATION 
Show that you are capable of learning.  Include any apprentice training, on-the-job training, special 
workshops, seminars, military training, self-study, high school, vocational school, or colleges.  Start with your 
most recent program.  Give the date of completion, the degree or certification awarded, the school’s name, 
and the city and state. 

 
SKILLS AND ABILITIES 
Give the first skill needed for the job.  Directly under skill, list the ways in which you have used it.  When you 
are through with the first skill, do the same with each of the other skills. 

 
WORK EXPERIENCE 
If you have never worked a day in your life, skip this section and move on.  If you do have some work 
experience, (full-time, part-time, casual, civic, volunteer, or charitable) put it in your resume.  Start with your 
most recent employer.  In one line, give the date you left that job (if you are still employed there, state 
“Present”), your job title, the name of the company, and the company’s city/state address.  Also, list your 
duties while at the job. 
 
MILITARY SERVICE 
Military service should be shown in multiple categories.  List your technical training and on-the-job training 
under “Education”. List your job duties under “Work Experience” and phrase them as accomplishments.  List 
any special skills you acquired in the military under “Skills and Abilities.” 
  
PERSONAL 
You do not have to explain your age, sex, race, marital status, family size, or disabilities to anyone.  That’s the 
law.  You do not have to include this section in your resume.  It’s optional.  However, you may want to tell 
about some of your special talents, skills, interests, accomplishments, or experiences. 
 
VOLUNTEER EXPERIENCE 
List any volunteer work you’ve done in this section.  If you have none, then skip this section and move on. 
 
REFERENCES 
Use your best judgment when listing references in your resume.  If you know the organization wants them, 
list them on a separate page and put with your resume.  References are usually listed on your job application.  
If this is the case, you simply need to type the phrase, “References available by request.”  Before you offer 
anyone’s name as a reference, make sure you have that person’s explicit permission to do so. 
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RESUME WRITING GUIDELINES 
 

1. Make your objective statement focused, interesting and unique so that it grabs the 
reader’s attention. An objective can be your first opportunity to sell yourself as 
the best candidate for a position. 
 

2. In the Experience section, state achievements, not just duties or responsibilities. 
 
3. Be consistent in your use of line spacing.  How you handle line spacing can tell the 

reader how good you are at details and how consistent you are in your use of 
them. 
 

4. Use as many pages as you need to portray yourself adequately to a specific 
interviewer about a particular job.  Try to limit your resume to one to two pages 
for most positions.   
 

6. Use verbs to describe your duties.  Verbs used for duties in the current should be 
in the present tense. Use the past tense for duties performed in the past. 
 

7. Use capital letters correctly. 
 Names of people, companies, organizations, government agencies, awards, 

and prizes 
 Title of job positions and publications 
 References to academic fields (such as Chemistry, English, and 

Mathematics) 
 

8. Avoid using colons after headings.  A colon indicates that something is to follow. A 
colon after a heading is therefore redundant. 
 

9. Avoid using “I, me, my, mine.”  Leave out articles such as: a, an, and the wherever 
they are not needed. 
 

10. Be sure to spell every word correctly.  A resume with just one misspelling is not 
impressive and may undermine all the hours you spent putting it together. 
 

12. Use quality paper. 
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USEFUL WORDS AND PHRASES 
 

It is important to use action words and short sentences in a resume.  Employers want to know what 

you accomplished in previous jobs, school, and voluntary work.  This is no time to be shy! 

Look through the following list of words and phrases.  Pick out those that fit you and apply to your 

desired job.  See if you can use these and similar words in your resume.  Even if you have never 

worked, you have hundreds of skills and activities.  Check those that you have used in previous jobs 

and other activities.  Also, check those that would apply to you in a future job. 

 
 
About Your Strengths: 
 
___ enthusiastic ___ a fast learner ___ a problem-solver 
___ dynamic ___ trustworthy ___ a coordinator 
___ reliable ___ organized ___ talented 
___ a manager ___ a specialist ___ motivated 
___ a leader ___ efficient ___ skilled 
___ effective ___ cooperative ___ a trainer 
___ punctual ___ responsible ___ an administrator 
___ an achiever ___ a troubleshooter ___ assertive 
___ dedicated ___ a willing worker ___ bilingual 
___ a risk taker ___ a generalist ___ a developer 
___ a motivator ___ competent  
 
 
 
About Your Experience: 
 
___ comprehensive ___ intensive ___ general 
___ successful ___ solid ___ extensive 
___ competent ___ specific ___ broad 
___ consistent record of  
     (growth, promotion, progress, etc.) 
 
 
 
About Your Abilities and Skills: 
 

___ plan ___ develop ___ assist 
___ conceive ___ create ___ communicate 
___ increase profits ___ supervise ___ delegate 
___ recruit ___ establish priorities ___ interview 
___ understand ___ modify ___ reduce expenses 
___ schedule ___ solve problems ___ implement 
___ analyze ___ practice ___ innovate 
___ write, compose ___ train, teach ___ increase productivity 
___ work well with others   
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Relating to Data: 
 
___ synthesize ___ coordinate ___ analyze 
___ compare ___ complete ___ compute 
___ copy   
 
 
 
 
Relating to People: 
 
___ mentor ___ negotiate ___ instruct 
___ serve ___ supervise ___ divert 
___ persuade ___ help ___ speak/signal 
___ communicate ___ take instructions ___ understand 
___ encourage others ___ develop support ___ crisis intervention 
___ public speaking ___ team member ___ accept supervision 
___ interpersonal skills ___ debating ___ persuasive 
___ hire/fire ___ develop trust ___ promote 
___ influential ___ poise  
 
 
 
 
Relating to Things: 
 
___ set up ___manage money ___ selling 
___ design ___ operate/control ___ write reports 
___ sports ___ produce ___ organize 
___ policy making ___ tending ___ program development 
___ coordinate ___ precision work ___ summarize 
___ manipulate ___ research ___ driving, operating 
___ planning ___ numerical ability ___ handle 
___ comprehend ___ purchase ___ appraise 
___ evaluation ___ filing, typing ___ install 
___ memory skills ___ initiate projects ___ calculate 
___ demonstrate ___ budget ___ fund raising 
___ act ___ perform music ___ bookkeeping 
___ showmanship ___ building ___ artistic presentation 
___ work well under        
      pressure 
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ACTION VERBS 
 
When writing an effective resume, use action verbs to describe experiences. Articulate your experiences using a 

bullet point format (rather than paragraphs) to be concise for the reader. Lead with an action verb. Below is a 

selection to get you started. This is not comprehensive; brainstorm with a career team member for the correct 

words that fit your experiences. 

 

Management Skills 

administered, assigned, 

chaired, coordinated, 

contracted, controlled, 

delegated, developed, 

directed, evaluated, 

managed, organized, 

oversaw, planned, 

prioritized, spearheaded, 

supervised 

 

Communication Skills 

clarified, collaborated, 

communicated, convinced, 

corresponded, directed, 

edited, encouraged, 

influenced, mediated, 

negotiated, promoted, 

produced, publicized, 

recruited, represented 

 

Research Skills 

assessed, analyzed, 

classified, documented, 

examined, identified, 

inspected, observed, 

reviewed 

Technical Skills 

adapted, addressed, advise, 

clarified, coached, 

communicated, 

coordinated, enabled, 

guided, instructed, 

stimulated, strengthened, 

trained 

 

Financial Skills 

allocated, appraised, 

audited, balanced, 

budgeted, compiled, 

forecasted, marked, 

projected, surveyed 

 

Creative Skills 

authored, conceptualized, 

created, customized, 

designed, directed, 

established, founded, 

initiated, integrated, 

introduced, invented, 

originated, performed, 

pioneered, researched, 

started 

 

Helping Skills 

advised, assisted, 

counseled, demonstrated, 

diagnosed, familiarized, 

educated, expedited, 

facilitated, inspired, 

motivated, rehabilitated, 

stimulated, supported 

 

Clerical or Detail Skills 

arranged, assembled, 

catalogued, implemented, 

monitored, purchased, 

reviewed, referred, 

scheduled, systematized, 

tabulated, validated. 

 

Accomplishments 

accomplished, achieved, 

attained, expanded, 

improved, increased, 

recommended (solutions), 

resolved (problems), 

restored, transformed 
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Example Resume 

 
Your Name 

Your Address Phone: Yours    Email: Your email address    Your LinkedIn URL (optional) 

 
Profile 

 
(3-4 sentences that describe the value, skills, knowledge and experience that you provide the employer. 
Key areas can include transferrable skills, soft skills, technical skills, areas of knowledge) 
 
Education 

 
Associate of (Science or Arts), Full name of Major 
Danville Community College        Your graduation date 
Relevant Coursework: (3-5 course names that are descriptive and speak to your qualifications) 
 
Professional Experience 

 
Your Title           2013-Present 
Company Name, City, State 

 Identify major transferable skills gained in this position 

 Explain how you fulfill your job duties –exceed expectations, meet goals, surpass requirements 

 Describe your skills in terms of level –efficiently, effectively, accurately  
 
Your Title               2011-2013 
Company Name, City, State 

 Include specific outcomes of your efforts –did your project get implemented? Did you help the 
overall company mission? 

 Include any technical proficiencies gained specific to your career field i.e. Peachtree Accounting 
Software 

 
Relevant Projects 

 
Title of Project, Class name, Semester completed 

 Brief description of accomplishments, what your role was, and any results or skills gained. Begin 
with an action verb. 

 
Leadership Experience 

 
Your Title (2013-Present), Previous Title (2011-2013)         Fall 2013-Present 
Name of Organization (campus club or organization), DCC 

 Describe the leadership skills gained in your duties. How many people did you lead? 

 Describe major outcomes or your efforts in these roles 
 
Skills 

 
Computer: MS Word, Excel, Access, and PowerPoint and any others you have 
Social Media: If applicable as a selling point for your skill set 
Language: List proficiency level (Basic, Intermediate, Fluent) 

 
 

Use this example to get started. You will tailor yours more specifically as 
you work through the following examples, but this one shows you where 
things should go and a general way to organize the information. 
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First Year Resume 
 

Steven Thompson 
341 S. Elm St. 

Danville, VA 24541 
studentemail@email.vccs.edu 

336-332-0000 

 
OBJECTIVE 

Seeking a part-time position as a Cashier at Food Lion, using strong customer service skills, 
proven work ethic, and ability to learn quickly. 
 

EDUCATION 
 Danville Community College – Danville, VA 
 Associate of Arts and Science, Humanities Specialization, May 2018 
 
 George Washington High School, Danville, VA 
 High School Diploma, June 2014 
 
 Accomplishments: Honors Society (GPA: 3.95) 
 Debate Team, Regional Winner, 2013 
  
 Relevant Coursework: Related Introduction to Journalism, Computer Applications,  
 Keyboarding, Debate Courses and Advanced Placement English 
 
Work Experience 
 Family YMCA, Danville, VA 
 Lifeguard, May 2013-August 2014 

 Enforced pool standards at all times, in order to ensure a safe swimming environment for all 
visitors. 

 Created and distributed posters and pamphlets across the state to promote safe swimming 
procedures. 

 Recruited, trained and supervised two junior life guards. 
 
Danville 12 Movie Theatre, Danville, VA 
Cashier, February 2012-May 2014 

 Used superior customer service skills to greet patrons and accurately handle all financial 
transactions. 

 
Extracurricular Activities 
 Activities Swim Team, Member, George Washington High School, 2013-2014 
 Debate Team, Member, George Washington High School, 2011-2014 
 Biology Club, Secretary, George Washington High School, 2011-2012 
 
Volunteer Experience 
 God’s Store House, Danville, VA, April 2014-June 2014 
 American Red Cross, Danville, VA, October 2012-May 2013 
 
Skills 
 Computer: MS Office (Word, Excel, PowerPoint) 
 Languages: Basic Spanish 
 

 

 It is appropriate to use your high school education until end of sophomore 
year. After that you want to replace high school with activities, internships 
and jobs from your college experiences. 
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Adult Transition Resume 
 

Marcia Cortez 
6789 Main Street    Danville, VA 24541    (434) 336-3366    mcortez@email.vccs.edu 

 
PROFILE 

 13 years of progressive customer service experience in a variety of business settings. 

 Utilize strong verbal, written and clerical skills to communicate with diverse constituents. 

 Acquired an extensive understanding of fiscal management, banking transactions, and financial analysis. 

 

PROFESSIONAL SKILLS AND ABILITIES 

Administrative Support 

 Managed an annual office budget of $275, 000 and controlled disbursement schedules. 

 Coordinated monthly visits for over 100 product vendors and 25 service technicians. 

 Oversaw payroll forms and human resources documents for 12 employees. 

 

Customer Service Skills 

 Promoted strong customer relations by greeting clients, communicating effectively with vendors and 

corresponding with regional store managers. 

 Communicated with disgruntled clients, addressed incorrect orders and resolved customer disputes in a timely 

and professional manner. 

 

Leadership Skills 

 Trained new employees on customer service techniques, database systems and order requests. 

 Supervised 12 employees, promoted staff morale, and increased office productivity by conducting weekly staff 

meetings and administering annual performance reviews. 

 

Technical Skills 

 Conducted sales reports and customer transactions with IBM and Franklin computers, Microsoft Office Suite, 

IBM/NCR cash registers, typewriters, and telephones. 

 Streamlined quarterly assessment reports by transferring sales documents into online database systems. 

 Handled large amounts of cash transactions and prepared weekly bank deposits. 

 

WORK EXPERIENCE 

AT&T Cingular Wireless Company-Regional Office, Danville, VA   August 2012-April 2015 

Customer Service Associate 

 

Worthington’s Furniture Shop, Danville, VA      January 2010-July 2012 

Manager 

 

Food Lion, Incorporated, Richmond, VA         October 2006-December 2010 

Manager 

 

EDUCATION 

Danville Community College, Danville, VA                 May 2015 

Associate of Applied Science, Business Management 

Cumulative Grade Point Average: 3.97 

 

 This is an example of a functional resume which focuses more on 
transferrable skill sets rather than specific employment or education. 

 This works well for people who are transitioning to a new field of work or 
who have gaps in their work history. 
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Business Resume 
 

AMY CHO 
Local Address: amycho@email.vccs.edu Permanent Address: 

106 Cheyenne Drive linkedin.com/pub/amycho                             24 Bonnie Lane 

Gretna, VA 24541 434-562-5623 Gretna, VA 24541 

 

OBJECTIVE 

Seeking a research-related position in the marketing field where experience in market research, skills in social 

media and metrics can be applied. 

 

EDUCATION 

Danville Community College (DCC), Danville, VA 

Associate of Arts and Science in Business Administration, December 2015 

GPA: 3.62 Dean’s List, 5 semesters 

Related Courses: Marketing Research, Economic and Business Statistics, Business Communications 

 

MARKETING INTERNSHIP 

Fresh Market (company headquarters), Richmond, VA 

Marketing Intern, Spring 2014 

 Gathered data from company databases and created Excel reports for marketing team 

 Participated in weekly updates and assisted with creating reports for district meeting 

 Accomplishment: Presented research project results on “Highest Revenue Store Sites” to marketing team 

 

MARKETING RESEARCH PROJECTS 

International Marketing Course at DCC, Fall 2014 

 Conducted online database research to evaluate local company’s competitors in target market 

 Created successful marketing plan which achieved export of product in new foreign market 

 Received an ‘A’ on presentation of results and presented to company owner and class 

 

Consumer Behavior Course at DCC, Spring 2013 

 Worked with client, IALR Dining Services to provide recommendations 

 Designed, tested, administered, and evaluated results of surveys given to dining customers 

 Conducted focus groups and in-depth interviews of faculty, staff, and student diners 

 Complied results into booklet and PowerPoint presentation delivered to class 

 

CUSTOMER SERVICE EXPERIENCE 

AT&T Wireless, Danville, VA 

Collections Specialist, August 2012-Present 

 Train 25-30 new hires on policies and procedures and routinely check for adherence 

 Work 20-25 hours weekly while in school full time 

 Review customer credit records and make decisions about cellular phone account activation 

 

SKILLS 

Analytics: Google AdWords and familiar with SPSS 

Computer: MS Office (Word, Excel, PowerPoint), Social Media marketing for Facebook, Twitter, LinkedIn 

Language: Beginning Spanish and French 

 

 

  It is common in today’s marketplace to search online for prospective 
employees. This resume included a LinkedIn profile URL so that the 
employer can find her easily.  

 Note how this student uses subheadings to pull relevant marketing work 
to the top, because her present work at AT&T is less relevant.  
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Liberal Arts Resume 
 

AMIT PATEL 3 Melody Court    Danville, VA 24541    (434)526-6658    patel@email.vccs.edu 

 

EDUCATION: 

Danville Community College (DCC), Danville, VA 

Associate of Arts and Science, Liberal Arts, December 2015   GPA: 3.7 

 

INTERNSHIP EXPERIENCE: 

Danville Regional Foundation – Publicity Department 

Publicity Intern, Summer 2014 

 Assisted in the coordination of two publicity events where over 100 guests 

attended 

 Created and updated company databases, and handled several administrative tasks 

simultaneously 

 

LEADERSHIP ACTIVITIES: 

Student Government Association, DCC, Danville, VA 

First Year Representative, August 2012-May 2013 

 Attended monthly meetings and served on social committee to help plan campus-

wide events 

 

COMMUNITY OUTREACH: 

Make-A-Wish Foundation 

Volunteer, August 2013 

 Helped raise $5,000 to grant a wish 

 Participated in many fund raising events including Cup for a Kid, car washes, and 

concerts, 2012-2013 

Susan G. Komen Breast Cancer Foundation 

Volunteer, August 2013 

 Organized Concert for a Cure, which raised $700 for the Susan G. Komen 

Foundation 

 

OTHER WORK EXPERIENCE: 

Hall’s Pastry Shop, Danville, VA 

Sales Consultant, February 2012-Present 

 Provide excellent customer service in fast paced environment 

 Consult with customers planning for weddings or other special events 

Danville Academy of Dance, Danville, VA 

Co-Director and Dance Instructor, August 2010-May 2012 

 Coordinated end of year recitals, special events performances, and parade entries 

 

SKILLS AND INTERESTS: 

Computer – Microsoft Office, including Word, PowerPoint, and Excel 

Hobbies – Enjoy writing short stories and hiking (recently conquered sixth mountain in two 

years) 
 

 

 

 

 Notice Amit added her GPA to her resume. The guideline for doing this is 
if it is above a 3.0. This will add value to her as a candidate. 

 Notice the leadership activities section lists the same organization but 
multiple positions. This is an appropriate way to show increased 
responsibility over time.  
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Nursing Resume 
 

Nancy Nurse 
1400 Spring Garden Street   Lynchburg, VA 24540    434.555.5555    N_Nurse@email.vccs.edu 

 

Education/Certifications 

 
Associate of Applied Science, Nursing, GPA: 3.85            May 2015 
Danville Community College, Danville, VA 
 
Relevant Coursework: 
The Nursing Care of Individuals with Psychological Problems 
The Nursing Care of Adults with Common Physiological Problems 
The Basic Life Support for HealthCare Providers, Certified           June 2013 
 
Experience 

 
CNA I, Omega Health Care, Burlington, NC       Summer 2014 

 Developed time management skills by providing patient care in a home setting 

 Improved customer service skills by preparing food, assisting with feeding, and facilitating 
patient hygiene care 

 Strengthened organizational skills by documenting procedures on a flow chart 

 Attained communication skills by promoting therapeutic relationships with patients 
Internships/Shadowing Opportunity, First Medical Associates, Eden, NC 

 Shadowed under direct supervision of a registered nurse to take patient vital signs while 
observing nurses in primary care facility; enhanced communication skills with patients and 
hospital personnel. 

 
Clinical Rotations 

 
Medical/Surgical II, Moses H. Cone Memorial Hospital, Greensboro, NC   January-March 2014 
Geriatrics, Alamance Regional Medical Center, Burlington, NC        October-November 2013 
Psychiatrics, Forsyth Medical Center, Winston-Salem, NC        January-April 2013 
Pediatrics, Moses H. Cone Memorial, Greensboro, NC         October-November 2012 
Maternity, High Point Regional Health System, high Point, NC   August-October 2012 
 
Skills 

 
Certified Nursing Assistant II 
CPR and Vision Screening 
MS Word, Excel, and Epic computer software 
 
Leadership and Memberships 

 
Association of Nursing Students (Member), DCC         Fall 2013-Present 

 Recruit high school students into DCC Nursing program to promote nursing as a career 

 Generate and lead DCC nursing students in service events around the community 

 Volunteered at events for Juvenile Diabetes Research Foundation 

 

 

 

  For every experience on a resume it should include 4 things in the 
heading – your title, name of company, city, state, and the dates (month 
and year) you worked there. This is enough information to legitimize an 
experience.  
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Information Technology Resume 
 

Efrain Rodriguez 
8 East Mills Avenue    Chatham, VA 25541 

(434) 555-4444    erodriguez@email.vccs.edu 

 
Profile: 

Quality focused IT professional with A+ certifications. Proven ability to create and deliver solutions that meet 

corporate objectives tied to business and technology performance. Comfortable operating in a wide variety of 

platforms and environments. Effective communicator; able to explain complex processes in easy to understand 

terms. Skilled in proactive identification and resolution of critical systems/network issues. 

 

Core Competencies: 

 New and Emerging Technologies 

 Systems and Network Upgrades 

 User Training and Support Tools 

 Network Connectivity Issues 

 Testing and Troubleshooting 

 Windows and Mac Platforms 

 Disaster Recovery Planning 

 Client Needs Fulfillment 

 Application Administration 

 Systems Integration/Migration 

 Problem Identification/Analysis 

 Business Process Optimization 

 
Education: 

Associate of Applied Science, Networking Specialization, GPA: 3.5 

Danville Community College, Danville, VA (May 2011) 

 
Technology Summary: 

Software:   Windows 3x/9x/NT/2000/XP, Microsoft Office 97/2000/XP Pro, WinFax Pro, Laplink Pro, Laplink       

                   Norton  Anti Virus, McAfee Anti Virus, GHOST, Drive Copy, Remote Desktop, PC Anywhere, VNC,      

                   NetMeeting, Remotely Anywhere 

Hardware:   IBM compatible PC’s, Workstations, Ethernet & Token Ring Protocols, Mother Boards, Video &          

                   Sound Cards, Monitors, CD-ROM Drives, Memory Chips, IDE/EIDE/SCSI Hard Drives & other   

                   devices, SCSI Controller Cards, Tape Backup Drives, Optical Drives, Scanners, Printers 

 
Professional Experience: 

CABLEVISION - Woodbury, NY 

Help Desk Support Technician (2004-Present) 

Functioned as member of network team handling over 10,000 calls per day that represented 4 million-

plus PC’s and diverse groups of end users. Managed various areas of support including broadband 

connectivity, account provisioning, Email and Windows installation, configuration, and upgrade issues. 

Maintained and monitored support for all TCP/ IP network configurations. 

 
Key Contributions and Accomplishments: 

 Customer Support and Satisfaction – Achieved high level of customer satisfaction through patient, 

methodical approach to problem resolution, with majority of calls resolved within company’s 10 minute 

requirement. Turned around tense situations with customers into positive outcomes. 

 Professional Development – Expanded background knowledge in Windows, Mac, and email 

implementations and configurations. 

 
JARO SYSTEMS ASSOCIATES - Brentwood, NY 

Computer/ Network Technician (2002-2004) 

Managed broad range of instillation, upgrade, roll-out, and troubleshooting projects for Windows-based 

networks, with focus on computer/network systems running Jaro proprietary customer billing software 

within sanitation and recycling industries. In addition to technology solutions/support activities, 

prepared payroll data for processing and covered all employees’ vacations/absences to maintain 

smooth-running operation  
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THE BASICS OF A COVER LETTER 
 

A cover letter is a personal letter in the sense that it introduces you personally whether it is addressed to a box number 

in answer to an ad or sent to an individual who has personally requested it.  Each cover letter must appear to have been 

written solely for the eyes of the addressee, even if it is but one of five hundred you have sent out. 

 

Each cover letter should highlight your strengths specifically in light of the opportunity you are addressing. 

 

In an active job search, your letter and resume should complement one another.  Both are tailored to a particular reader 

you have contacted or to a specific job target. 

 
 
 

Myths about Cover Letters 
 

1. Resumes and cover letters are two separate documents that have little relation to 

each other.  The resume and cover letter work together in presenting you effectively to a prospective 

employer.  The cover letter should mention the resume and call attention to some important aspects of it. 

 

2. The main purpose of the cover letter is to establish a friendly rapport with the reader.  
Resumes show that you can do the work required.  But, it doesn’t hurt to display enthusiasm in your resumes 

and refer to your abilities in your cover letters. 

 

3. You can use the same cover letter for each reader of your resume.  Modify your cover letter 

for each reader so that it sounds fresh rather than canned.   Chances are that in an active job search, you have 

already talked with the person who will interview you.  Your cover letter should reflect that conversation and 

build on it. 

 

4. In a cover letter, you should mention any negative things about your education, work 

experience, life experience, or health to prepare the reader in advance of an 

interview.  This is not the purpose of the cover letter.  You might bring up these topics in the first or second 

interview, but only after the interviewer has shown interest in you or offered you a job.  Even then, if you feel 

that you must mention something negative about your past, present it in a positive way, perhaps by saying how 

that experience has strengthened your will to work hard at any new job. 

 

5. It is more important to remove errors from a resume that from a cover letter, because 

the resume is more important than the cover letter.   Both your resume and your cover letter 

should be free of errors.  The cover letter is usually the first document a prospective employer sees.  The first 

impression is often the most important one.  If your cover letter has an embarrassing error in it, the chances 

are good that the reader may not bother to read your resume or may read it with less interest. 
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COVER LETTER WRITING GUIDELINES 
 
 

No matter the situation, virtually every good cover letter should follow these six guidelines: 
 
 
1. Write to someone in particular. 

 
Try to never send a cover letter to “To whom it may concern”, or use some other 

impersonal opening.  We all get enough junk mail.  If you don’t send your letter to 

someone by name, it may be treated like junk mail. 

 
2. Make absolutely no errors. 

 
A quick way to offend someone is to misspell a name or use an incorrect title.  If 

there is any question, call and verify the correct spelling of the name and other 

details before you send the letter. 

 
3. Present a good appearance. 

 

Buy good quality stationery and matching envelopes.  This is a business 

correspondence, so don’t write a cover letter by hand. 

 
4. Provide a friendly opening. 

 
Begin your letter with a reminder of any prior contacts and the reason for your 

correspondence now. 

 
5. Target your skills and experiences. 

 
To do this well, you must know something about the organization and the position 

you are applying for.  Explain how you are the best person for this particular 

position.  Read the job description and list your experience in those areas. 

 
6. Define the next step. 

 
Don’t close your letter without clearly identifying what you will do next.  I do not 

recommend that you simply leave it up to the employer to contact you, since that 

really isn’t their responsibility. 

 



19 
 

 

COVER LETTER COMPONENTS 
 
There are 11 basic components to a good cover letter: 
 
1. Every cover letter needs to have your address on it, either in a letterhead or typed at the 

top.  Give it the professional look you want. 

 
2. The date you are writing is the next important part of the letter.  Keep a copy of the letter so 

you can know when your first contact was made. 

 
3. Always type the address just as it appears in the advertisement or job posting. 

 
4. Every letter should have a salutation.  It is your way of saying “hello.”  If you do not know 

the name, use the salutation, Dear Sir or Madam. 

 
5. The first paragraph is the statement of your purpose of writing.  Identify the job you are 

applying for and tell them you are interested and qualified. 

 
6. You must highlight your qualifications and personal attributes that match those requested 

in the advertisement.  This is not the place to be shy…tell them how great you really are! Of 

course, honesty is a necessity, but do not undersell yourself. 

 
7. The last paragraph of your letter is where you try to “set the hook”. If you are feeling 

aggressive (which you should be!)…you could state that you will be calling next week to see 

if an interview can be arranged.  NOTE: If you do this be sure you do call exactly when you 

say you will or you will lose your credibility right off the bat!  If you don’t feel comfortable 

with the aggressive stance, tell them you would certainly welcome an opportunity for an 

interview and hope to hear from them. 

 
8. Always include your telephone number.  If possible, include both a day-time and evening 

number. 

 
9. Always use a closing in the letter.  If you prefer a closing with more than one word (Very 

truly yours or Sincerely yours), be sure you capitalize only the first word and always use an 

ending comma for proper punctuation. 

 
10. Leave four spaces between your closing and your signature.  Make sure you actually sign 

this area. 

 
11. Be sure that you note on the letter that your resume is enclosed, and be sure to actually 

enclose it! 

 
The cover letter is your passport to a possible job interview.  Do not minimize its importance.  Approach 

your letter with seriousness.  It is as important as your resume. You want the reader to be impressed with 

your cover letter.  You want the reader to want to talk to you. 
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WORD CHOICE 
 
  

 
DON’T JUST SAY 

 

 
WHEN YOU CAN SAY THIS! 

 
I ran a cash register. 

 

I operated a cash register and was responsible for balancing 

the cash drawer at the end of the day. 
 

 
 

I babysat. 

 

I was responsible for the daily care of two children.  This 

included preparing nutritious meals, planning educational 

activities for them and providing a safe and enjoyable 

environment. 
 

 
I worked as a waitress. 

 

I have experience hosting, as well as waiting tables.  I am 

quick with my side work and have over 30% rate of tipping. 
 

 
 
 

I was a night manager 
at a convenience store. 

 

As night manager at the convenience store, I was 

responsible for the total operation of the store including 

cash register operation, cash balancing, restocking, 

maintaining a neat and clean environment, dealing with 

vendors and ensuring friendly and prompt service to the 

customers. 
 

 
I answered the phone. 

 

I handled multiple phone lines, routed calls, and took 

messages. 
 

 
I can type. 

 

I have experience typing correspondence, reports and other 

documents from copy, as well as from a diction machine. 
 

 
I fixed cars. 

 

I have experience trouble-shooting and repairing both 

domestic and foreign autos. 

 

 
 

I was a receptionist. 

 

I handled multiple phone lines, transferred calls, took 

messages and made appointments.  In addition, I received 

visitors, directed inquires and ensured a smooth flow of 

office traffic. 

 



21 
 

 

MATCHING YOUR QUALIFICATIONS TO THE JOB 
 
 

Are you qualified for the job?  Employers often list the qualifications of the perfect person, 

hoping to find someone who comes close.  If you don’t have every qualification listed, don’t 

scratch it off.  What you want to do is help the reader see that you are very close to that 

perfect person. 

 
 
 Read the advertisement closely. 

 Write down the qualifications listed by the employer on one side of the paper. 

 On the other side, write down your qualifications that closely match those requested. 

 Use these items in your letter. 

 
 
                     Qualifications                 Qualifications I Possess 
 

 3 years experience in an office 
setting 

 
 I have 5 years of office experience. 

 
 Word processing experience 

 

 I have knowledge of WP 6.1 and 
Word 7.0 

 Ability to handle changing priorities  I handle pressure well, can prioritize 
and am detailed-oriented. 
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Sample Cover Letter 

 

KIRSTEN MARY A. SODERBLUM 
1010 Lane Allen Drive 
Somerville, NJ 00000 

(000)000-0000 
 
 
 

September 1, 2015 
 
 
 
Ms. Veronica S. Blakely 
General Manager, Operations 
Via Tel 
5001 Sound View Drive 
Seattle, WA  00000 
 
Dear Mr. Blakely: 
 
I am interested in exploring employment opportunities with your organization.  Enclosed is my 
resume with details of my qualifications, experience, and accomplishments for your review and 
consideration. 
 
My background includes 15 years of diverse experience for Merrimak Corporation in the areas 
of marketing, database management, data processing, and quality control.  In these positions, 
which include hands-on and managerial roles, I have developed excellent skills in project 
coordination and the design and development of computer databases to access and retrieve 
information.  I would like to utilize these qualifications, in addition to my excellent oral and 
written communication skills, to enhance your organization’s goals and objectives. 
 
I would appreciate an opportunity to meet with you in person to discuss your needs and my 
potential to contribute as a member of your team. 
 
Thank you for your time and consideration. I look forward to your reply at your earliest 
convenience. 
 
Sincerely, 
 
 
 
Kirsten Mary A. Soderblum 
 
Enclosure  

 


