Creating your Resume
Create a resume that targets your job goal. Here  are some things to consider: 

· Review your job goal. 

· Decide if you will use the functional format or the chronological format. Review the resume examples and go to the course Web Links to link to more examples on the Web. 

· What headings will you use? 

· Remember to keep your resume to one or two pages. Use action verbs to make your qualifications stand out. 
Create this resume in Word.  You may use the Resume Wizard to construct this resume
Rating Your Resume
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Black ink on 8 1/2 x 11 white bond paper
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One-inch margins
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Simple, easy-to-read typeface
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Short, easy-to-read paragraphs, sentences, or phrases
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No extraneous marks
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Correct spelling
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Correct grammar
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No typographical errors
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Information related to job goal
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Used action words

[image: image11.png]Susan Bron Prone: (308) 5557942
1211 Centerpark Boad
Bast Poine, NE 62626

Objectiver o acqire a positicn in the banking tield
uEiiizing m Fnovledge of mathamatics and business.
nd my skills in booksseping and public relaticns.

ot

Sumary
Sdlie Bookkeeping and Jeny anagenent:
‘*Managed receipts of betveen $125.00 and $200.00.
*Made'calls on custamars to collest payments on
theix accounts.
o Estami{shed & business bar: account and
menitorea all related tecod heeping
«Cperated cash register and halanced Feceipts.

Mamagement. and Supervision:
‘elanaged 50 custarex accounts.
*Superviced group of 21 grade school children
an gave than divection for tecreation and craft
 Ceganized oluntesrs and dslegated tasks to then
for cityuide fundzatcer.

Punlic Relations:
“Yarketed and sold merchandise to custoners.
ivote preas releases, contacted ness media to
dsliver public cervice amoumcanents, and mde
prongtional posters.

Boeriace: :
T955-1659' Sales Clerk, All-Star Clothing Stors, Bast Poin,
M.

1997 Assistant Scout Laader, Bast Eolnt, NE.
1996-1999 Troasurer, Sports CLub, Bast Foint Central High
1589-1998 Nempaper Carrier, Quaba Tines Herald, Bact. Point,

L
Baucations
ey Gradute, ast Foint Central High School, Bast.

Point, NE.

Reterences: Avatlabte en request.






Saving and Submitting Assignments

Save this assignment in your folder and e-mail it as an attachment to your teacher.
Use the name of the assignment as the title of your saved file.  Ex.  Unit 4 Project
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