Resume Workshop

Educational Opportunity Center




The resume Is a tool to get you an

Interview!

he purpose of the resume is to briefly
relate who you are, what you know,
what you have done, and what you
would like to do.



i Getting Started

= Create a rough draft listing
EVERYTHING in your past that could be
relevant.

= Plan and weigh EVERY word in your
resume, so that you do not repeat any
information.



Guidelines
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e Be consistent with the format
e Use short phrases, NOT sentences

e Include skills such as foreign languages and
computer applications

e Try not to exceed one page. If you have a
second page, make sure the entire page is
filled!

e Neatness and accuracy are critical.



Guidelines con’t
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e Do not use personal pronouns
e Do not include high school accomplishments





















References

e Make sure to have 3 - 5 refe
ready with names, addresses,
addresses and phone numbers a
iInterview.

e Communicate to references, so t.
know to expect a call/email and

respond accordingly.



Questions
* What questions can I help answer?
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References

e http://www.siu.edu/~ucs/students/
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