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The next area of exploration and development is the resume.

Resumes  
A resume is one of the most important tools you will use in your job or internship search. It is a 
way to market yourself; a means to communicate your potential value to an employer.  The 
point of the resume is to get an interview.  Investing the time in creating a powerful resume 
could mean more money in your pocket down the road.  Employers usually spend less than a 
�P�L�Q�X�W�H�����D�Q�G���D�V���O�L�W�W�O�H���D�V���������V�H�F�R�Q�G�V�����L�Q�L�W�L�D�O�O�\���U�H�Y�L�H�Z�L�Q�J���\�R�X�U���U�H�V�X�P�H�������/�H�W�¶�V���O�R�R�N���D�W���K�R�Z���W�R���P�D�N�H��
those seconds work in your favor.  

�‡ The resume should be visually appealing, easy to read, and contain no errors.
�‡ Be bold, confident, and honest in your action statements.  Sell your story.
�‡ Tailor your resume to connect your abilities with what the potential employer is seeking

in a candidate.

http://onetonline.org/
http://onetonline.org/
http://www.quintcareers.com/
http://www.quintcareers.com/
https://www.collegecentral.com/ncmich
https://www.collegecentral.com/nmc/
https://www.collegecentral.com/ncmich
https://www.collegecentral.com/nmc/
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Resume Type and Content       
    

As previously mentioned, the two most common types of 

resumes are chronological and functional. Each resume style 

has advantages.  Choose the format that best fits your 

situation. The chronological resume is the most widely used 

and accepted format. The chronological resume lists your 

experience in reverse chronological order (listing your latest 

job first).  The functional resume focuses on your relevant 

skills rather than job progression.   

Resume Tips  

 The goal of the resume is to get an interview.    
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Action Verbs  

  

The following verbs can be helpful in developing your action statements for your resume.  The 

titles are not meant to limit your search but rather offer some starting points.  You may find it 

helpful to read through several lists to be reminded of your biggest accomplishments or those 

that are most relevant to the job fo 
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Contracted  
Coordinated   
Demonstrated  
Directed  
Eliminated  
Enforced  
Established  
Evaluated  
Facilitated  
Founded  
Generated  
Headed  
Hosted  
Implemented  
Incorporated  
Increased  
Influenced  
Initiated  
Launched  
Led  
Managed  
Merged  
Mobilized  
Motivated  
Negotiated  
Oversaw  
Presided  
Prioritized  
Restored  
Reviewed  
Scheduled  
Secured  
Started  

Streamlined  
Supervised  
  
Research  
Analyzed  
Collected  
Compared  
Conducted  
Diagnosed  
Discovered  
Documented  
Evaluated  
Examined  
Experimented  
Gathered  
Identified  
Inspected  
Investigated  
Located  
Measured  
Researched  
Reviewed  
Sorted  
Specified  
Studied  
Surveyed  
Tested  
  
Teaching  
Adapted  
Advised  
Coached  
Conducted  

Critiqued  
Encouraged  
Facilitated  
Focused  
Guided  
Inspired  
Lectured  
Motivated  
Reinforced  
Simulated  
Trained  
Translated  
Tutored  
  
Technical  
Adapted  
Applied  
Assembled  
Built  
Constructed  
Converted  
Designed  
Devised  
Engineered  
Fabricated  
Fortified  
Installed  
Maintained  
Manipulated  
Operated  
Overhauled  
Programmed  
Redesigned  

Remodeled  
Repaired  
Restored  
Specialized  
Standardized  
Upgraded  
Utilized  
  
Other  
Accomplished  
Achieved  
Began  
Completed  
Delivered  
Equipped  
Expanded  
Improved  
Improvised  
Initiated  
Piloted  
Pinpointed  
Pioneered  
Published  
Refined  
Restored  
Revamped  
Revived  
Simplified  
Spearheaded  
Surpassed  
Transformed 

Transferable Skills  

These are appealing to employers.    These skills can be acquired from and applied to a 

variety of experiences.  Address them in cover letters, functional resumes, and interviews.  

  
Written communication  
Manage/supervise people  
Teach/Train people   
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Sample Cover Letter  
Home Street Address  
My Town, My State, My Zip  

My Phone 
My Email 

  

  

January 10, 2021  

   

  

Ms. Ima Helpful  
Human Resources Director  

North Central Michigan College 
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Common Interview Questions  

  

1. Please tell me about yourself.   
This is a great spot to tell your professional story. Your professional story should tell 

the employer about your education, work and professional history while engaging 

and connecting with the interviewer.   

  

2. Why should we hire you?  What experience qualifies you for this job? This is 

where you talk about the skills you have, which include job skills and life skills.  Give 

solid examples of the skill.  Give an example of how you used the skill in a past 

situation.   

  

3. What do you think you can bring to our company?  
It is a good thing you researched the company and can relate your skills to their 

needs and desires.  Let the employer know you would fit in well.  

  

4. What is your strongest skill and your weakest skill?  
This is not the time to be down on yourself. Think of this answer beforehand so you 

can state both skills in a positive manner.  Consider approaching your weakest skill 

from the perspective of being willing to learn from your mistakes, consider what you 

could have done differently.  Being willing to learn and adapt is important.  

  

5. Do you have any questions for us?  
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What to wear  
  

 Women should wear a pant or skirt suit.   

 

 Men should wear a conservative suit and tie if job is in an office, a collared shirt 

with optional tie for other situations.    

  

 Dress professionally. Never wear jeans.  

  

 

M
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Resume Preparation Worksheet  
  

Personal Information  
  

Name______________________________________________________________________  

  

Address____________________________________________________________________  

  

Phone______________________________________________________________________  

  

Email_______________________________________________________________________  

  

  

Education  
Most recent listed first  
  
School Name________________________________________________________________  

  

City, State___________________________________________________________________  

  

Degree seeking or completed____________________________________________________  

  

Expected date of completion____________________________________________________  

  

Course of study______________________________________________________________  

  

  

School Name________________________________________________________________  

  

City, State__________________________________________________________________  

  

Degree seeking or completed___________________________________________________  

  

Expected date of completion____________________________________________________  

  

Course of study_______________________________________________________________  
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SKILLS  

  

Skills come in different types.  The skills you need to do a particular job are called hard 

skills.  These include specific computer programs, fluently speaking more than one 

language, how to use multi-line phones, making dental impressions, running a lathe, 

operating a vehicle, and using specific tools to name a few. These are the type of skills 

that might be listed on a resume.    

  

Soft skills are another type and are quite important to employers.  Examples of this type 

include being able to work as part of a team, being flexible and willing to adapt, being 

punctual and responsible, and being able to problem solve.  These are generally 

addressed in your cover letter where you have more space to relate your abilities to the 

job description.    

  

Transferable skills may be another term you may encounter.  These are the skills that 

seem specific to a job but the knowledge can actually be applied in a variety of settings.  

Negotiating, writing, coaching, managing money, researching, supervising, planning are 

examples of these.  

  

Check out www.quintcareers.com for more information on these different types of skills.  

Websites like onetonline.org and acinet.org will have information about the skills related 

to a particular job type.  

  

List below the skills that you bring from life experiences.  They may be skills you have 

from previous jobs, volunteer work, participation in school organizations, special class 

projects.  Since you will be targeting your resume to a specific type of position it may be 

helpful to list the duties and qualifications for that position and begin by listing your 

related skills.  

  

___________________________________________________________________  

   

___________________________________________________________________   

  

___________________________________________________________________    

  

___________________________________________________________________   

 
 

http://www.quintcareers.com/
http://www.quintcareers.com/


 

21  

  

WORK EXPERIENCE  
List most recent experiences first, including jobs and internships.  

  
  

Job Title____________________________________________________________________________  

  

Employer___________________________________________________________________________  

  

Employer Address___________________________________________________________________  

  

Dates of Employment________________________________________________________________  

  

Skills, Duties, Accomplishments_______________________________________________________  

  

__________________________________________________________________________________  

___________________________________________________________________________________  

___________________________________________________________________________________  

  

Job  
Title_______________________________________________________________________________  

  

Employer__________________________________________________________________________  

  

Employer Address___________________________________________________________________  

  

Dates of Employment_________________________________________________________________  

  

Skills, Duties, Accomplishments________________________________________________________  

  

___________________________________________________________________________________  

___________________________________________________________________________________ 

___________________________________________________________________________________  
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HONORS, AWARDS, ACTIVITIES, MEMBERSHIPS  
  

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________  

  

  

Group/Activity_______________________________________________________________________  

  

What you do________________________________________________________________________  

  

Position(s) Held_____________________________________________________________________  

  

Dates of Participation________________________________________________________________  

  

  
Group/Activity_______________________________________________________________________  

  

What you do_________________________________________________________________________  

  

Position(s) Held______________________________________________________________________  

  

Dates of Participation_________________________________________________________________  
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