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The Basics of Resume

• Look at job descrip�ons carefully. If certain keywords, skills,
or traits keep popping up, check that they are reflected in your 
resume in your own words.

• Experience comes not only from internships and jobs, but 
from campus ac�vi�es, class projects and volunteer work as well. 

• There is value - what employers call transferable skills - 
in all you do as a student.

• Readers only know what you tell them. Include concise yet 
thoroughly detailed ac�on statements to pique a reader’s 
interest.

• Demostrate skills trhough your bullet points in addi�on to 
lis�ng them in “Skills” sec�on.

• Think ahead to the interview. Make sure the content you’d 
talk about is well-represented in your resume

1 2
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Your resume’s job is to get 
you an interview.

The document should be
written with the reader in mind

Your resume should be easy to
scan and digest in 15-30 
seconds. As long as you are aspiring to 

professional advancement, 
your resume is a work in 
progress.

• Consider the context for which you’re using your resume 
and adjust content, header and details to match the specific 
job/internship pos�ng, scholarship applica�on, career fair/Meetup 
or other opportunity.

• Note differences in style, tone, keywords and content across
industries and around the globe.

• Dis�nguish yourself from other students by detailing your 
individual role and unique impact, especially when several students
may have the same experience (for ex: club officer or honors 
program student).

• Do not include personal informa�on like age, Social Security
Number, marital status, religion or parent’s occupa�ons.

• Do you need a CV or resume? In the U.S., a CV is used primarily
for admission to - or roles in - academia. It is a type of resume with
an in-depth focus on research, presenta�ons, academic awards, 
and/or publica�ons.

• Use bullet points instead of paragraphs. Avoid pronouns 
(I, we) and minimize the use of ar�cles (a, an, the).

• Use CAPS, bold fonts, and line spacing to dis�nguish between 
sec�ons.

• Keep documents to one page. Set margins between 0.75”
and 1” (ideal) and no less than 0.5”.

• Use consistent font styles and sizes (10-12pt) throughout
the document.

• Save space by leaving off your mailing address. Your phone 
number and email suffice. Include your LinkedIn profile link.

• List content in reverse chronological order in each sec�on
of your resume.

• Know that resume wri�ng can be complex and take several
tries to master.

• Save all versions of your resume. Keep prior versions of 
your resume for reference.

• Do not fear changing direc�ons. You can reposi�on any
experience by focusing on transferable skills.

• Set an appointment with a career counselor to review your
resume. Contact: careercenter@norwalk.edu
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Introductory Resume Worksheet
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Associate of Science/Arts/Applied Science, Major: ___________                               Expected Graduation: MM/YYYY
GPA if higher than 3.0, Dean’s List

Relevant Coursework: _______, __________, _________, __________
Awards: __________, ________, __________, __________

Phi Theta Kappa International Honors Society (if inducted)                                                               Induction: MM/YYYY

Trainings, Courses                                                                                                                                           MM/YYYY – MM/YYYY
 

                                                         ���������� �����������������������������

�	����������, Location
Title or Role                                                                                                                                       MM/YYYY – MM/YYYY/Present

• List experiences from most to least recent 
• Convey your contributions with at least 4 bullet points
• Start bullet points with action verbs and use qualitative and quantitative terms to show the value of your 

       contribution
• Use past tense action verbs for experiences that have ended

                                                                                                    �����

Technical: Software Applications, Hardware, Relevant Tools, Microsoft O�ce, Etc.
Certi�cations: CPR, Wildlife First Responder, Technical Training
Foreign Languages: Not English. Fluent, Pro�cient, Intermediate.
Additional Subcategories: Social Media, Business, Laboratory, etc. 

         ������������������

�	����������, Location
Title or Role                                                                                                                                                      MM/YYYY – MM/YYYY

• Include athletic, academic, social, performance, professional, extracurricular activities
• Special Projects: Thesis, Research
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Crafting Your Description
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Crafting Your Description
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Sample Accomplishment Statements
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Sample Letter: General InquiryEngineering Technology - Sample Resume

Full Name
City, State, Zip Code

Email Adress - Phone Number - Custom LinedIn URL

CT State Community College Norwalk Campus, Norwalk, CT
Associate of Science, Engineering Science; Major GPA: 3.16

SKILLS & ASSESSMENTS

Technical: Proficient in 3D Modeling (SOLIDWORKS, Autodesk Inventor, Autodesk Fusion 360), Mid-skill level in MATLAB 
and Java, Proficient in Microso� Office 365 (Word, Power Point, Excel, Outlook, Teams).

EDUCATION

RELEVANT EXPERIENCE
Tunix Community College, Farmington, CT
The Mechanical & Manufacturing Technologies for Energy & Sustainability Program (MET2) 
Intern
• Group oriented project based on incorpora�ng technical as well as interpersonal skills.
• Project’s goal is to replicate LEGO helicopter by use of SOLIDWORKS and impor�ng modeled helicopterinto an 
     Augmented Reality (AR) space, virtually building the AR Helicopter to scale with use of Oculus Ri� (AR) headset.
• Create a business plan u�lizing Lean Manufacturing to be presented to the sponsors. 

05/2023

CT State Community College Norwalk Campus, Norwalk, CT
Makerspace Fabricator
• Educate both students and faculty on the uses as well as benefits of both laser cu�ng and 3D prin�ng 
     (Addi�ve Manufacturing)
• Current projects include:

◦ AR Sandbox- Using augmented reality so�ware to mimic organic terrain on physical sandbox.
◦ Infinity Mirror- Crea�ng a mirror that when looked through is an op�cal ilusion of a never-ending tunnel. 

OTHER WORK EXPERIENCE

JM Murray, Cortland, NY
Direct Support Professional
• Assist children aged 10 to 15 years with developmental disabili�es by engaging them in ac�vi�es that support
     their intellectual wherewithal. 
• Provide an environment that allows for consistent growth and independence while teaching them valuable
      skills for improving their self-esteem.

01/2023 - Present

09/2022 - Present

12/2022 - Present
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Respiratory Care - Sample Resume

Full Name
City, State, Zip Code

Email Adress - Phone Number - Custom LinedIn URL

CT State Community College Norwalk Campus, Norwalk, CT
Associate of Science, Respiratory Care
Cer�fied Respiratory Therapist
Cer�ficate in Nursing Assistant
Basic Life Support Cer�fied, American Heart Associa�on
Advanced Cardiac Life Support Cer�fied, American Heart Associa�on

Technical: EMR (Cerner), Microso� Office 365 (Word, PowerPoint, Excel, Teams, Outlook)
Language: Proficient in Tagalog; Basic knowledge of Spanish
Respiratory Care: Beside Manner, Physiological Knowledge, Infec�on Control, Medical Teamwork.

ICU, CCU and Telementry Floor, Norwalk Hospital, Norwalk, CT
Surgical ICU, Medical ICU, ED, Burn Unit, Bridgeport Hospital, Bridgeport, CT
Medical ICU, Stamford Hospital, Stamford, CT
Burke Rehabilita�on Center, White Plains, NY 
• Helped pa�ents accomplish treatment plan and support  life by administra�ng inhalants; managed mechanical ven�lators
     per hospital protocol, therapeu�c gas administra�on apparatus, environmental control sytems and aerosol generators
• Recommended weaning and extuba�ng to physicians per hospital protocol
• Assisted in cardiopulmonary emergencies and rendered care as per ACLS/BLS standard
• Administered respiratory therapy treatments by performing bronchopulmonary drainage; instructed pa�ents with
     breathing exercises; monitored physiological responses to therapy (vital signs, abgs and blood chemistry changes)

05/2023
Expira�on: 01/31/2025
Expira�on: 01/13/2026

Expira�on: 08/2024
Expira�on: 01/2025

Child Care Giver, Fairfield, CT
• Plan and prepare meals and bo�les, and feed, children aged three years and one year old
•  Performed housework related to child-care, including washing the children’s clothes, cleaning up a�er meals, �dying 
• play areas, washing bo�les and dishes.
• Create s�mula�ng, nurturing, and safe environment for the children

EDUCATION/CERTIFICATIONS

SKILLS 

CLINICAL EXPERIENCE 

VOLUNTEER EXPERIENCE

GENERAL WORK EXPERIENCE

ACTIVITIES
• Vice President of Respiratory Care Club, Student Member
• American Associa�on for respiratory Care, Ac�ve Member

03/2022 - Present

09/2021 - 03/2022

Person-to-Person, Darien, CT
Clothing Department
• Performed administra�ve tasks including clothes collec�on and shelving if need to be cleaned up
• Assisted customers in sizing and other clothing need to suit family’s requirements
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Teaching - Sample Resume

Diane Teacher
Bridgeport, CT, 06604

diane.teacher@gmail.com - (203) 555-5555 - www.linkedin.com/in/DianeTeacher

EDUCATION & CERTIFICATION

Proficient in Microso� Office 365 (Word, Excel, PowerPoint, Outlook, and Access), Adobe Acrobat, Class Dojo

SUMMARY OF QUALIFICATIONS

TEACHING EXPERIENCE

IONA College, New Rochelle, NY
Bachelor of Science, Educa�on 

06/2021 - 08/2021, 06/2022- 08/2022

Landmark School, Queens, NY
Student Teacher, Kindergarten
• Developed and implemented semester-long kindergarten classroom lesson plans, mee�ng all learning objec�ves.
• Communicated with supervising teacher to iden�fy students’s progression.
• Met with parents/guardians to discuss students’ progress and determine mutual goals and priori�es for their children
• Observed Dynamic Indicators or Basic Early Literacy Skills (DIBELS) assessment.
• Implemented discipline plan, managing full classroom supervision and instruc�on for four weeks.
• A�ended all grade level, faculty, reading data, and school-wide professional development mee�ngs. 

RELATED EXPERIENCE
Summer Day Camp, Stamford, CT
Head Counselor
• Supervised and directed campers throughout daily ac�vi�es and events.
• Evaluated performance of group counselors and assigned specific tasks.
• Conducted problem solving techniques for behavioral issues.

Early Childhood Education Department, NCC, Norwalk, CT
Student Labor
• Assisted Chair of Educa�on Department and professors with paperwork and scheduling appointments.
• Crea�ng event flyers and assis�ng with event set-up, break down and follow-up ac�vi�es.

01/2023 - Present

09/2022 - Present

09/2022 - 05/2023 

TECHINCAL SKILLS

• Cer�fied early childhood educa�on teacher (pre-k - 3rd grade) who incorporates diverse teaching methods to
• meet students’ varying needs and interests
• Excellent communicator, whether reading crea�vely and energe�cally to students or building rapport with students, 
• parents, faculty and administra�on. 
• Crea�ve professional u�lizing technology (Smart Boards, Smart Tables, iPads), materials and resources to create
• imagina�ve lesson plans and play opportuni�es.

CT State Community College, Norwalk Campus, Norwalk, CT
Associate of Science, Early Childhood Educa�on
New York State Ini�al Cer�fica�on Pre-K-6

Expected 05/2025

05/2023
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Business - Sample Resume
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Full Name
City, State, Zip Code

Email Adress - Phone Number - Custom LinedIn URL

SKILLS
Language: Na�ve in Italian, Understand Spanish and Portuguese.
Technical: Microso� Office 365 (Word, Excel, PowerPoint, Outlook, Teams), Google Workspace (Docs, Sheets, Forms, Slides, 
Gmail), Zoom, Blackboard.
Social Media: Instagram, Twi�er, TikTok, Facebook.

EDUCATION

RELEVANT EXPERIENCE

Expected gradua�on: 05/2024
Inducted: 08/2023
Inducted: 10/2022

CT State Norwalk, Norwalk, CT
Marketing Intern
• Manage social media resul�ng in a 65% increase in engagement.
• Write social posts with gramma�cal accuracy and an effec�ve and cap�va�ng communica�on style.
• Design all promo�onal materials for programs and workshops.

The Lounge at Greendale, Bridgeport, CT
Costumer Service
• Descalated customer complaints professionally, resolving issues in a �mely and friendly manner.
• Trained over 10 new hires on company-specific policies, procedures, and compliance guidelines.
• Greeted customers and contributed to posi�ve community rela�onships. 

LEADERSHIP ENGAGEMENT
• President, Student Government Associa�on, CT State Norwalk
• Vice President, Marke�ng Club, CT State Norwalk
• Senator, Student Government Associa�on, CT State Norwalk
• Student Representa�ve, Organiza�on of Women in Business, NYC

01/2023 - Present

07/2023 - Present
05/2022 - 07/2023
05/2022 - 07/2023
08/2023 - Present

05/2022 - 07/2023

CT State Norwalk, Norwalk, CT
Associate of Science, Marke�ng, GPA 3.4
CT State Norwalk Honors Program
Phi Theta Kappa Interna�onal Honor Society

Relevant Coursework: Sta�s�cs,  Principles of Financial Accoun�ng, Principles of Managerial Accoun�ng, 
Principles of Macroeconomics
Awards: Outstanding School Leadership Performance 2022-2023 05/2023



Computer Science - Sample Resume
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Full Name
City, State, Zip Code

Email Adress - Phone Number - Custom LinedIn URL

SKILLS
Technical Skills: HTML, CSS, JavaScript, SQL, ReactJS, Git, Bitbucket, Figma

EDUCATION

EXPERIENCE

Expected gradua�on: 05/2024

Fall 2023, Spring 2024

CT State Norwalk IT Department, Norwalk, CT
Helper and Support (Student-Worker)
• LiteTouched 100+ laptops to update opera�ng systems and applica�ons for student loaners.
• Regularly guided callers in troubleshoo�ng, and instruc�onal assistance on so�ware.
• Inspected, maintained, and updated several printers, instruc�onal devices, projectors, and computers with documenta�on.

Synchrony Financial, Stamford, CT
Tech Winter Intern
• Developed a new site for the Skills Academy using the ReacJS Framework and presented the final product to tech leaders.
• Designed a wireframe for their Skills Academy website using Figma.
• Par�cipated in and prac�ced Agile methodology and learned how to use bitbucket to collaborate with a team.

CT State Norwalk Food Pantry and Garden (UPLIFT)
Intern
• Performed garden maintenance and set up 3 compot tumblers to provide ease of access for student involvement.
• Organized the pantry and assisted in crea�ng over 100 thanksgiving food baskets for students and families in need.

LG Digital, Shelton, CT
Internet Response Expert
• Ranked top 5 company-wide for call volume and customer conversion; maintained a quality assurance score of 98%.
• Awarded 8 new client campaigns to expedite prospec�ve client performance expecta�ons.

Eastern Account Systems, Brookfield, CT
Customer Service Representative
• Assigned to outreach Comcast business clients to secure payments that have balances over $500.
• Cold called over 400 customers daily and consistently secured 20 payments on average. 

08/2022 - 05/2023

01/2023 - 07/2023

CT State Norwalk, Norwalk, CT
Associate of Science, Computer Science
UPLIFT Program, STEM Club
NCC Founda�on Scholarship Recipient

05/2023 - Present

01/2022 - 07/2022

01/2022 - 02/2022
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Full Name
City, State, Zip Code

Email Adress - Phone Number - Custom LinedIn URL

SKILLS
Legal: Court Calendaring, E-Filing/Record Management Legal Document Prepara�on, Legal Research, Trial Prepara�on 
Computer: Proficient in LexisNexis Outlook, Microso� Office, Google Drive, Canva
Languages: Fluent in Spanish and Proficient in Portuguese 

EDUCATION

PROFESSIONAL EXPERIENCE

Gradua�on: 05/2023
GPA: 3.6

Deed & Moore Associates, Stamford, CT                                                                                       
Paralegal
• Assist with calendaring and docke�ng court deadlines, appointments and tasks
• Receive and respond to court no�fica�ons and inquiries from the clients with utmost discre�on
• Assist a�orneys during pre-media�on and foreclosure media�ons
• Write correspondence communica�ng with clients, court and opposing counsel

Global Tech Co., Stamford, CT                                                                                                   
Digital Marketing Consultant
• Developed effec�ve presenta�ons to demonstrate products and services 
• Produced contract overview and agreement disclosures
• Served as the Chief of Social Media for 10 clients ensuring all needs were met

Mercy College, Office of Student Activities, Westchester, NY                                              
Office Assistant 
• Greeted all the visitors and directed them to appropriate contact ensuring a posi�ve experience 
• Assisted with administra�ve func�ons regarding event planning, scheduling appointments, performing data entry and 
       other ad-hoc tasks
• Monitored office supplies and replenished as necessary

 

05/2023 - Present

01/2022 - 05/2023

Mercy University, Westchester, NY                                                                                                        
Bachelor of Arts, Business Management with a Concentration in International Management                                                                                
Minor: Legal Studies 
Campus Involvement: Na�onal Honor Society Phi Theta Kappa & Na�onal Society of Leadership and Success Member

Norwalk Community College, Norwalk, CT                                                                          
Associates of Science, Legal Assistant                                                                                                                    
Relevant Courses work: Business Organiza�on, Real State Prac�ce, Introduc�on to Paralegal, Principles of Marke�ng. 
Campus Involvement: Student Government Treasurer, Career Success Club & Gaming Club member

05/2021 - 01/2022

Expected Gradua�on: 05/2025
GPA: 3.5


