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[Tara Brighton
123 Main Street
Murray, UT B4107
Phone: (555) 535-1234
Tarabrighton@emall.com

Position in a Nenprofit Organization

Summary of Experience

| am a fundraising professional with over five years of experience in college fundraksing, with
extensive knowledge of telefunds and annual giving. | am detail-oriented and have a proven
history of ralsing donations

Achievements

Pi Beta Delta Honor Society
Coborado State University Dean's List
Troop Leader, Girl

e Bad Use of

Senior Advancement]
Trained employees

Improve fundraising, White Space

Fronkiin Uiniversity,
Assistant Advance
Malintained portfolios for donors and solicited donations from alumni

d statistics o

Education

Coloradio State University, Fort Collins, CO
B.5. in English, 2013

Graduated magna cum laude




| 1. Poor use of space on the page

-

* Your goal Is to have a balanced
amount of empty space; you want
more text than empty space

* If you don’t have much job
experience, one option is to list the
courses you have taken in your major;
research “skills based resumes’”



2. Bad design

TEVIE
MARTIN’S

1.;. -S;;:!!f' ‘1‘..’

BAR PERSON - THE OLD DAIRY
I love being a waitress because I ke helping people and food

BAR PERSOM - THE CANOMNBURY

I like being on the bar because | like beer and helping people g
WRITER. . .HEAT
I write the best celebrity articles news you've
ever seen in your life for heat's website.
Sometimes they make people laugh sometimes they

make them cry but my work always makes them feel
an emotion.

WRITER - THE DEBRIEF -

I decided to go to The Debrief when they launched and wanted ro do some of my

classic writing in order to revolutionise the site. | once wrote something about

food and then also something abour refationships and they're always the best

articles on there. My editor once said "Thanks for submitting that article Scevie”.
| HAVE ALSO WORKED AT MCDONALDS AND AN IMDUSTRIAL ESTATE
WHERE | STAPLED PIECES OF PAPER AND PUT THEM IN BOXES AND
FREELAMCED FOR THE EVEMING STANDARD AND PRIMA BABY AND
PREGANCCYY MAGAZINE AND COMPANY MAGAZINE AND | WAS IN A
MUSICAL AT SCHOOL CALLED GREASE BUT IT WASNT THE ACTUAL
VERSION IT WAS AN ADAPTED VERSION | WAS THE CAR IN THE DRAG
RACE. I'™M AVAILABLE FOR FREELANCE WRITING JOBS IF YOU'D

LIKE.
el | .
NOactoomctons  TRE
HERE

WRITER GOTHINKBIG




] SARA SMITH |

1234 4th Avenue
St Louis, Missouri 83116
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006
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200

= Bowvard of EXCebencE sanng,
SND, 2001

TECHMICA
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Adcbe Crestive Scile

SARA SMITH

1234 dth Avenus
St Louis, Missouri 83118
37a-555-1234

EXPERIENCI

Markating coordinator, ABC Architecture Firm

Mov, 211 o present

* | coondinate marketng malonss sent o dienis. inchading proposal submasions,
quakfcation packaged and Powsr Point prassntateni for the Fealhcans divisisn of
the frm_ | s despn other products B8 NECeIsIry. Such &8 sfverisemants, Myt
b and B-houis brochuns

Fealures designer, Kansas City Post

Aped 2008 1o Moy, 2111

¢ | dedigied Faslung cions such 88 Lal's Esl, ARE s=d Explons. | fourd irsative
vusl sobsdiors fo wiores difbooll o ilusirete. | aiss crestesd origined ilusirations ue-
ing Photoshop brd (Fustrator, b = i3 87 drecid phote shoots. Muaoh of this work
was highly &reative and collsbonstive, and mguined working dossly with sdiom,
pholegraphers and other designen

Consultant, K5 Decoration and Deskgn

Mary 2010 in Aug. 2010

* | worked on and by with prinisrs and cesign-
A0 Ul g thes D tona| DOORS for DROSDECTYE CHENDS. | a180 BESENH =th

i dusigR Siiei By o'derng Tasn: an=phia, sodifg thicugh fabrics and Falaing
with bilng paparaork

Sports designer, Indianapolis Star Tribune

g 2000 ba April 2008

= | designed Sports section covers and special sections for mary high-profile sport-
ing svanis. Most of e =ork (s highly desdling drtven and reguines working cloasly
with editors, phelographemn and affer desigren

VOLUNTEER EXPERIENCE

Golden Senior Center rebuild project

August 3013

* Led a visioning session with the cwner's group of the senior canies Tl was.
dusireysd in @ lomade. Lised the information from e ssasion io producs floer plass
and buliding renderngs o help fundraising for & e B,000-square-icot senicr cer
ta7 biing il far $1,000,000

Window and store display, Potential resale boutique

Sy 2012

* Dusigrad a siomdront window daplay and halped wih merchandising for & esale
boulique thal benefis Youth in Hesd

* Note the tasteful
use of color, and
elements like
lines/rectangles

Note how this
person has used
her resume header
as stationery for a
cover letter




3. Weak job objective statements

* Objective
statements are
often bland

* If you aren’t going
to bother writing a
specific statement
for each job you
apply for, replace it
with a summary
statement




3. Replace the Statement with a
Summary .

UPGRADE YOUR RESUME :

REPLACE YOUR OBJECTIVE STATEMENT
WITH A SIYIE SUMMARY

. Executive Summary
Objective Statement ( “The Elevator Pitch” )

“OBJECTIVE - To obtain

“Meticulous bioanalytical

a research position as chemist with 7 years of mass
Example an analytical chemist at spectromatry experience

a leading biopharma- developing applications for novel

ceutical company” ionization techniques,

specializing in pro teomics and
chemical analyses”

X Tells hiring manager v/ Articulates your value to the employer
What a what they already know
hiring v/ Ensures clear understanding of your
manager »¢ Focuses on what you selling points
sees want

v/ Emphasizes your
key strengths

4 Jobscan



4. Weak Job Duty Desctiptions

An acceptable skill statement:

1,- Conducted training programs for managers

A better skill statement with more detail:
1,- Conducted communications training programs for managers facilitating internal promotions and
decreasing staff turnover

Example 2: Assisted in company wide HR decisions

The same skill statement with more detail:
1,- Assisted in company wide HR decisions by consulting with department managers to identify

opportunities to avoid underemployment of staff increasing productivity by 25% in one year




5. Resume not tailored to the“job

Job Description:
Fake Foundation is a 501(c)(3) seeking a passionate case manager
professional with two years of nonprofit experience. Ideal
candidates will have experience managing a caseload of 40
individuals and will be familiar with intake procedures and career
coaching activities, particularly in relation to individuals with
disabilities. AA/AS or BA/BS in related field related to social service
or psychology required. Bilingual ahilities are preferred.

description

-

¥
Your Resume:

John “Suave Primer Reader” Doe

Experienced Case Manager/Employment Specialist

With 3+ years in government and nonprofit venues. Strong
abilities in carrying large caseloads, as well as assisting with intake
and career coaching workshops. Experienced in providing
dedicated and empathetic service to hard-to-reach populations,
including ex-felons, individuals with disabilities, and youth. Strong
familiarity with social service/NASW code of ethics and
procedures. BA in Psychology, presently developing bilingual

abilities through Spanish language coursework.



6. High School Stuff

You're in college now! You don’t want the employer
To think of you as a high school student!

If you only have extracurriculars from high school,
It’s time to become more active on campus.



/. Clichés

-

* People person, team player, hard working,
results-driven, self motivated, go-getter...none
of these tells readers anything about you




8. Incorrect degree

For example:
Bachelor of Business Administration In
Minor In

You don’t want B.S. on your resume!




9. Typos, grammar ewrors

These are the first things that will get your resume
thrown out.

Ask several people to look over your resume.

SPEL Czech is not enough




10. Missing keywords for
iIndustry

Your major advisor and professors can help you
with this.

HR departments are relying on programs to sift
through applications.

You need to know what the key words are to make
the cut.




11. Not easy to read quickly

Your resume Is skimmed by employers. They
spend three seconds or so the first time they get
your resume.

No paragraphs! Bullet points.

Use bold / larger text for section titles.




e Your resume is YOU!

= * It's the very first impression most potential
employers have of you

* Update your resume often — at the end of every
semester while you’re in school; every six
months when you've graduated

* Keep notes as you encounter new skills, tasks,
etc. and update your resume




This work is licensed under a Creative Commons
@ 1) @ Attribution-ShareAlike 3.0 Unported License.
e It makes use of the works of Mateus Machado Luna.
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