2nd-Year Student Portfolio Resume
Due September 16, 2011  (15 points)

Project Type:
Resume & cover letter
Purpose:
You will need a resume when applying for a graphic design position, or perhaps presenting information to a possible client along with your portfolio.  This assignment is for you to construct a resume showing your experience, education, and overall qualifications for the position.
 
Project Parameters:


Create an 8.5 X 11 document for each: Cover Letter/Resume.


-Must look professional, but may contain some design cues that are appropriate


-Must not be gaudy


-Cover must contain normal information required in a business letter: sender/receiver: date, address, name, signature, letter body, etc.


-Resume must address the required information traditionally presented in a resume: objective, education, experience, achievement/awards, community involvement, etc. (look up examples on the web).


-Cover letter must address the required information traditionally presented in a cover letter: the position applied for, your qualifying remarks, what you will do to help the company, closing remarks (look up examples on the web).


-See additional reference information below.

Additional Guidelines:

ELEMENTS OF A COVER LETTER:

Employers use cover letters to determine your interest in a position and to assess your written communication skills. Even those employers who don’t read cover letters at first may eventually review them to compare applicants who seem similarly qualified.   The cover letter should answer the following questions:
1. Why are you interested in the position?

2. How are you qualified?

3. Why should you be hired?

Keep these guidelines in mind: 

· Address the letter to a specific individual if possible.

· Be brief. Use powerful words, concise sentences, and short paragraphs.

· Don’t restate your resume; instead, explain how your experiences meet the specific needs of the position.

· Focus on the particular employer’s needs and what you can do for them, not what they can do for you.

· Keep it to one page.

· Match the type style and paper with your resume.

· Proofread for spelling and grammatical errors.

· Keep a record of where you have applied, when you’ve sent each cover letter, and when you plan to follow up with a phone call. 

ELEMENTS OF A RESUME:

Step 1: Header
· Make your name stand out; you want the employer to remember you. Your name should be in bold and in a slightly larger font than the rest of the résumé.

· Below your name, list your current mailing address, phone number, and the email address you most frequently use. You may use your permanent mailing address if you wish.

Step 2: Education
· Always list your most recent education first. Indicate your university, your school (e.g. Georgetown College), major, minor(s), and graduation year.

· Include your GPA (optional, see “Dos” above); you may also include your GPA for your major and minor if you wish, especially if they are higher than your total GPA.

Step 3: Experience
There are three main formats for summarizing your experience: Chronological, Functional, and Combination. You will find Chronological and Combination summarized below, as these are the most commonly used and preferred by most job applicants and employers. Remember that relevant experience can include jobs, internships, volunteer experiences and coursework.

· Chronological is most commonly used by college students. This format lists your experiences chronologically and is familiar to (and often preferred by) employers. This format is the best way to showcase your experiences while highlighting all of your assets.

1. List experiences, starting with your most recent position.

2. On the first line write the name of the company, location and the dates you worked.

3. On the next line write the title of your position.

4. Include three or four sentences describing what your position entailed. Think about what you actually contributed to the job or organization and how your role was significant. The use of bullets makes the résumé easy to read. Refer to the attached “Action Verbs” sheet for help in choosing energetic verbs; try to avoid using “responsibilities include” and “did.”

· Combination (of Chronological and Functional formats) allows you to highlight your experience in specific fields. Work experiences are listed chronologically under functional categories (e.g., Financial, Legal, etc.).

1. Create categories based on skills that are most important to the job field (e.g. Financial, Education, Research, Technology, etc.)

2. List work experiences under each category starting with your most recent position.

3. Follow steps 2 to 4 as outlined under the Chronological format.

Step 4: Activities
· This is the place to list your extra-curricular activities, such as sports, on-campus involvement, volunteer experience, etc. You may provide a brief description of accomplishments and responsibilities for each if you wish.

Step 5: Skills
· Important skills to include are:

· Languages (Basic, Intermediate, Advanced or Fluent)

· Technical skills; list specific software with which you are familiar (e.g. MS Word, Excel, PowerPoint, WordPerfect, Adobe Photoshop, etc.)

· Any specific training or certification programs you have completed that would be relevant to the job for which you are applying.

You may list these under two separate subtitles (“Extracurricular Activities” and “Skills”) or one (“Skills & Activities”) if you need to conserve space.

Dos & Don’ts of Resume Writing:

DOS
1. Do customize. Tailor your resume, detailing your work and extracurricular experiences that are most applicable to the job and industry you are targeting. 
2. Do be concise. Use brief, succinct statements and keep your resume to one page. 

3. Do keep font size to 10, 11, or 12 points and set margins to no less than 0.5 inch on all sides. 

4. Do pay attention to verb tense! Use past tense when describing past positions and present tense for your current positions. 

5. Do be consistent with punctuation. 

6. Do use the phone number where an employer can reach you to set up an interview. Do make sure your voice mail greeting is professional! 

7. Do include an e-mail address. Do make sure that the address is professional (for instance, no "partygrrl@hotmail.com")! 

8. Do include a GPA if 3.0 or better (the question of whether to include your GPA is ultimately up to you, but also depends on the industry you are targeting). Do consider including your GPA in your major if it is significantly higher than the cumulative GPA. 

9. Do refer to our action verbs page. Use these as an alternative to common action verbs such as "do/did," "completed," etc.

10. Do include a relevant subject line in your e-mails to employers, such as "Technical Writer Position #4420." 

11. Do heed aesthetics — print all documents on high quality resume paper and use a laser printer or high-quality inkjet printer. 

12. Do include multiple titles and responsibilities if you had multiple roles at one organization.

DON'TS

1. Don't lie, exaggerate, or include something on your resume that you would not feel comfortable discussing in an interview. 

2. Don't include an "Objective" on your resume, unless you can be specific about the position to which you are applying (ordinarily, you omit it and state your objective in your cover letter). 

3. Don't use Georgetown jargon or acronyms without explaining what they mean (e.g. GUSA, MSB, etc.). 

4. Don't rely on spell-check. Proofread your resume carefully and have someone else proofread it as well. Remember, spell-check necessarily tell you if you've spelled the company name incorrectly. 

5. Don't use the word "I" or other first-person pronouns. 

6. Don't include personal information such as birth date, marital status, hobbies, or interests. 

7. Don't use dark or speckled paper that can be difficult to read once photocopied or faxed.
*guidelines provided by Georgetown University
