Resumes

A summary of your relevant experience, education, and skills.
· Helps you communicate your value for each unique opportunity.


One page, attractive, easy to read.


What can your resume include?

1. Contact info
· Name, address, phone number, email address, LinkedIn.

2. Objective (or personal statement)
· You could also leave this out and include this information in your cover letter to save space on your resume.
· Snapshot of who you are and your relevant experience and skills.
· Provides context for your interest in this job or internship.
·  “Current student majoring in Elementary Education and Biology, hoping to pursue a career as a kindergarten teacher.  Experienced in writing lesson plans, managing a large group of children, and working within a team.”

3. Education
· Include major, degree, GPA, and academic achievements.

4. Relevant (or Related) Experience
· Internships and work in your field of interest, whether paid or volunteer.  
· Demonstrate skills, abilities, accomplishments, and responsibilities related to this opportunity.
· Talk to a friend, faculty advisor, or family member for ideas.

5. Additional Employment – optional
· Full-time or part-time employment positions that are not directly related to your professional goals, but demonstrate skills, responsibility, and work history that might interest a prospective employer.

6. Activities (or Leadership and Community Involvement)
· Can include volunteering or leading a team or club on campus.
· Accomplishments or projects.

7. Skills (or Skills and Interests)
· Think about your audience and what is relevant.
· “CPR & First Aid Certified
Computer experience with MS Word, PowerPoint, Outlook, and social media”


Use this action verb list to identify your relevant skills for each internship or job.

Action Verbs

	Communication and People
	Creative
	Data/Financial
	Helping

	
Addressed
Advertised
Arranged
Articulated
Authored
Clarified
Collaborated
Communicated
Composed
Condensed
Conferred
Consulted
Contacted
Conveyed
Convinced
Corresponded
Debated
Defined
Developed
Directed
Discussed
Drafted
Edited
Elicited
Enlisted
Explained
Expressed
Formulated
Incorporated
Influenced
Interacted Interpreted
Interviewed
Involved
Joined
Judged











	
Lectured
Listened
Marketed
Mediated Moderated
Negotiated
Observed
Outlined
Participated
Persuaded
Presented
Promoted
Proposed
Publicized
Reconciled
Referred
Reinforced
Reported
Resolved
Responded Solicited
Specified
Spoke
Suggested
Summarized
Wrote
	
Acted
Adapted
Combined
Compose
Conceptualized
Condensed
Created
Customized
Designed
Developed
Directed
Displayed
Drew
Entertained
Established
Fashioned
Formulated
Founded
Illustrated
Initiated
Instituted
Integrated
Introduced
Invented
Modeled
Modified
Originated
Performed
Photographed
Planned
Revised
Shaped
Solved
	
Administered
Adjusted
Allocated
Analyzed
Appraised
Assessed
Audited
Balanced
Budgeted
Calculated
Computed
Conserved
Corrected
Determined
Developed
Estimated
Forecasted
Managed
Marketed
Measured
Netted
Planned
Prepared
Programmed
Projected
Qualified
Reconciled
Reduced
Researched
Retrieved
	
Adapted
Advocated
Aided
Answered
Arranged
Assessed
Assisted
Clarified
Coached
Collaborated
Contributed
Cooperated
Counseled
Demonstrated
Diagnosed
Educated
Encouraged
Ensured
Expedited
Facilitated
Familiarized
Furthered
Guided
Helped
Insured
Intervened
Motivated
Prevented
Provided
Referred
Rehabilitated
Represented
Resolved
Simplified
Supplied
Supported
Volunteered

	Management & Leadership
	Organizational
	Research
	Teaching

	[bookmark: _Hlk145935042]
Administered
Analyzed
Approved
Assigned
Attained
Authorized
Chaired
Considered
Consolidated
Controlled
Coordinated
Decided
Delegated
Developed
Directed
Emphasized
Enforced
Enhanced
Established
Executed
Generated
Handled
Headed
Improved
Incorporated
Increased
Initiated
Instituted
Led
Managed
Motivated
Navigated
Organized
Originated
Overhauled
Oversaw Planned
Presided
Prioritized
Produced

	
Recommended
Recruited
Reinforced
Reorganized Replaced
Resolved
Restored
Reviewed
Scheduled
Secured
Selected
Streamlined
Strengthened
Supervised
Synthesized

	
Approved
Arranged
Categorized
Charted
Classified
Coded
Collected
Compiled
Corrected
Corresponded
Distributed
Executed
Filed
Generated
Incorporated
Inspected
Maintained
Monitored
Obtained
Operated
Ordered
Organized
Prepared
Processed
Provided
Purchased
Recorded
Registered
Reserved
Responded
Reviewed
Scheduled
Screened
Submitted
Supplied
Standardized
Systematized
Updated
Validated
Verified
	
Analyzed
Clarified
Collected
Compared
Conducted
Critiqued
Detected
Determined
Diagnosed
Evaluated
Examined
Experimented
Explored
Extracted
Formulated
Gathered
Inspected
Interviewed
Invented
Investigated
Measured
Organized
Researched
Reviewed
Searched
Solved
Summarized
Surveyed
Systematized
Tested
	
Adapted
Advised
Clarified
Coached
Communicated
Conducted
Coordinated
Critiqued
Developed
Enabled
Encouraged
Evaluated
Explained
Facilitated
Focused
Guided
Individualized
Informed
Instilled
Instructed
Motivated
Persuaded
Simulated
Stimulated
Taught
Tested
Trained
Transmitted
Translated
Tutored














Avery Sailor

(802) 222-4444 | mmentor@mail.smcvt.edu


Political Science and International Relations student interested in understanding diverse cultures, fostering collaboration between global communities, and exploring a career that makes a positive impact.

Education


Saint Michael’s College, Colchester, VT 
Bachelor of Science degree in International Relations and Political Science		May 20XX
GPA: 3.7 

Courses

	International Relations				Politics of the World Economy
	Intercultural Communication				European Political Thought

[bookmark: _Hlk178848259]Related Experience


Intern, Vermont Council on World Affairs, Burlington, VT				Fall 20XX
· Conducted research on global issues and international challenges to support organizational initiatives and policy development.
· Planned and organized outreach events, promoting engagement with stakeholders.
· Created marketing strategy utilizing digital platforms and community outreach efforts.

[bookmark: _Hlk178931154]Legal Assistant, Dewey, Cheatham, and Howe, Burlington, VT                    	            Summers 20XX-20XX
· Conducted legal research to support case preparation, analyzing statutes, regulations, and case law.
· Drafted reports and memoranda summarizing findings to assist attorneys in legal strategy.
· Assisted with case management and organizing legal documents.


Lead Counselor, Camp Outright, Addison, VT 	                             		 	Summers 20XX-20XX 
· Communicated effectively with 100+ campers and staff to create a safe and inclusive environment, ensuring clear understanding of rules and expectations.
· Collaborated with fellow counselors to plan and execute engaging, educational activities promoting teamwork, leadership, and personal growth.
· Provided leadership around camper safety and well-being, supervising counselors and addressing concerns while fostering a fun, supportive atmosphere.

Work Experience

Server, May Day Restaurant, Burlington, VT						Spring 20XX
· Trained new servers, providing guidance on menu knowledge and customer interactions.
· Delivered exceptional customer service, ensuring order accuracy and resolving any concerns promptly.

Activities


[bookmark: _Hlk178847854]Captain, Saint Michael’s College Varsity Soccer						2022-present
· Fostered team building through bonding activities and creating a supportive team culture.
· Led by example in practices and games, inspiring team dedication and commitment.

President, Diversity Coalition								2022-present
· Led outreach efforts through targeted marketing strategies, campus-wide campaigns, and social media, growing membership by 25%.
· Collaborated with campus organizations to foster the dialogue on diversity by planning and executing events such as panel discussions, workshops, and fundraisers.

