
30 SECONDS IS ALL IT TAKES FOR “YES” OR “NO”! 
Employers receive hundreds of resumes for job openings and the screening process is usually quick and decisive: 

within thirty seconds your resume goes onto one of three piles: “yes,” “no,” or “maybe.”  The “yes” candidates 
have succeeded in communicating to the employer that they have the skills and qualifications needed for the job 
and have an excellent chance of receiving an interview.  

Your resume is the first formal introduction between you and hiring organizations. It is imperative that your 
resume clearly and concisely spells out your career objective, skills, education, and achievements.  The “targeted 
resume” is the most effective resume format for getting and keeping the attention of the employer.

Resume Guide For Deciding and 
Exploring Students 

Resumes



THE DIFFERENCE BETWEEN A  
“CHRONOLOGICAL RESUME” AND A  
“TARGETED RESUME.” 

CHRONOLOGICAL (Example on pg 51)
In the “olden days” the chronological resume was 

the format most commonly used.  This format lists 
your educational and work experience in reverse 
chronological order.  By listing your experience all 
in one “Experience” category, oftentimes unrelated 
experience ends up distracting from more important 
experience.  For example your most recent 
experience might be that restaurant job you have to 
help pay for college expenses and the employer will 
see that before other relevant experience such as an 
internship or cooperative education experience.  

THE TARGETED RESUME (Example on pg 51)
Targeting your resume essentially involves 

choosing particular career goals or objectives 
and designing a resume to achieve them.  If you 
have done a complete inventory of your qualifica-
tions, you should be able to identify strengths that 
can translate into potential career directions.  By 
creating multiple experience categories (i.e. “Admin-
istrative Experience,” “Teaching Experience,” “Other 
Experience,” etc.) you can help employers focus on 
those experiences most relevant to the position you 
are applying for.  If your job search includes multiple 
job objectives, you can have two or three different 
resumes which place emphasis on different targeted 
objectives. 

YOUR RESUME
Your resume is like an advertisement of yourself to a 

prospective employer.  You want your resume to look 
and sound appealing to enhance your chances of being 
selected for an interview. Ultimately, your resume 
presents your skills, abilities, and qualifications as they 
relate to the position you are applying for.   

Before developing your resume it is important to know 
what skills employers are seeking. 

SKILLS COMMONLY SOUGHT BY EMPLOYERS   
• Communication skills
• Listening skills
• Interpersonal skills
• Ability to organize and coordinate
• Creativity
• Leadership Skills
• Ability to motivate others

• Adaptability 

• Persuasive skills

• Team/Group dynamics knowledge



Chronological Resume Format



Targeted Resume Format



“Your resume is like an advertisement of
         yourself to employers” 
USING ACTION VERBS TO HIGHLIGHT SKILLS AND 
ACCOMPLISHMENTS:
Action verbs are used to emphasize your skills and   
accomplishments, avoids personal pronouns, and 
uses action words to describe duties. 

EFFECTIVE ACTION VERBS- EXAMPLES
•Conduct individual, small and large group 

counseling sessions.
•Advise students regarding college majors and 

admission requirements.
•Designed, selected, and implemented  

instructional materials for course unit, 
“Columbus Sailed the Ocean Blue.” .

• Conducted analysis of processes and procedures 
on existing equipment.

• Constructed, administered, and evaluated formal 
and informal tests.

• Redesigned a cereal packaging line
•Designed equipment interface, configured 

automated scales, and recommended line flow 
alterations that decreased cycle time by 10%

•Directed and supervised three plant superinten-
dents and twenty-five production supervisors in 
a 300,000 square foot facility consisting of 525 
employees

•Met and exceeded $200,000 sales quota set by 
sales supervisors and management

•Reconcile bank statements for operating and 
payroll accounts.

•Developed software for emerging growth welding 
robotics firm

•Conducted research on market potential and  
demographics

•Provided line sketches and equipment  
recommendations.

See the “Resume Verb List” on the next page for 
more ideas to improve your resume. 

POINTS TO CONSIDER:
Be brief: Your resume should be as complete as 

possible without being redundant or irrelevant.  
Usually the resume will be one page long.  As a rule 
of thumb, for each additional degree and/or seven 
years of experience, you can add another page.  If 
you do have a two-page resume, be sure that the 
essential or primary information can be scanned 
quickly and appears on the front page.

Be consistent in style and content: Stylistic 
gimmicks (e.g., underlining, asterisks, indenting, 
bold type) can be  effective but should not be 
overused. 

Be logical: Make sure the information flows 
smoothly and sensibly.  Remember: YOU determine 
how a person reads your resume.  We read left to 
right, top to bottom.  Prioritize and arrange your  
information accordingly.

Be conscious of image:  Remember that your 
resume and cover letter are often your first contacts 
with a prospective employer.  Resumes should 
be visually appealing and should not contain  
typographical or grammatical errors. 



RESUME VERB LIST
Leadership & Management

Assigned
Chaired meetings
Coordinated
Delegated
Developed
Directed
Evaluated
Hired
Improved
Initiated
Interviewed
Led
Managed
Motivated
Oversaw
Planned
Promoted change
Reviewed
Sold
Supervised
Trained

Administration & Organization

Allocated resources
Audited
Budgeted
Calculated
Categorized
Classified
Compiled information
Designed
Developed programs
Established procedures
Estimated
Forecasted
Implemented
Maintained records
Made decisions
Managed budget
Managed time
Marketed
Organized
Prioritized

Recommended
Sorted Data
Systematized

Communication :

Human Relations & Teaching

Adapted
Advised
Aided
Assisted
Coached
Communicated
Conversed
Counseled
Defined
Educated
Empathized
Empowered
Encouraged
Explained
Facilitated
Guided
Influenced
Informed
Instructed
Listened
Mediated
Mentored
Negotiated
Nursed
Presented
Taught
Trained
Translated
Treated
Tutored
Understood

Communication :

Written & Verbal

Addressed
Advocated
Collaborated
Corresponded

Debated
Demonstrated
Edited
Informed
Integrated information
Interpreted
Persuaded
Proofread
Publicized
Reported
Sold
Spoke
Summarized
Synthesized
Translated

Research & Investigative

Assessed
Collected
Critiqued
Diagnosed
Disproved
Evaluated
Examined
Extracted
Identified
Inspected
Interviewed
Monitored
Observed
Researched
Reviewed
Solved problems
Studied
Summarized
Surveyed
Synthesized
Tested

Artistic & Creative

Acted
Composed
Created
Designed

Developed
Directed
Drew
Entertained
Fashioned
Generated Ideas
Illustrated
Initiated
Performed
Portrayed Images
Sang
Sketched
Visualized
Wrote

Physical/Mechanical & 

Clerial/Technical

Arranged
Assembled
Built
Calculated
Catalogued
Classified
Computed
Constructed
Cooked
Counted
Designed
Devised
Engineered
Entered data
Fabricated
Filed
Inspected
Installed
Lifted
Operated
Processed
Program computers
Recorded
Repaired
Sorted
Transported
Word processed



30 SECONDS IS ALL IT TAKES 
FOR “YES” OR “NO”! 

Employers receive hundreds of resumes for job 
openings and the screening process is usually 
quick and decisive: within thirty seconds your 
resume goes onto one of three piles: “yes,” “no,” 
or “maybe.”  The “yes” candidates have succeeded 
in communicating to the employer that they have 
the skills and qualifications needed for the job and 
have an excellent chance of receiving an interview.  

Your resume is the first formal introduc-
tion between you and hiring organizations. It is 
imperative that your resume clearly and concisely 
spells out your career objective, skills, education, 
and achievements.  The “targeted resume” is the 
most effective resume format for getting and 
keeping the attention of the employer.

THE DIFFERENCE BETWEEN A “CHRONOLOG-
ICAL RESUME” AND A “TARGETED RESUME.”
CHRONOLOGICAL (Example on pg 51)

In the “olden days” the chronological resume was 
the format most commonly used.  This format lists 
your educational and work experience in reverse 
chronological order.  By listing your experience 
all in one “Experience” category, oftentimes 
unrelated experience ends up distracting from 
more important experience.  For example your 
most recent experience might be that restaurant 
job you have to help pay for college expenses and 
the employer will see that before other relevant 
experience such as an internship or cooperative 
education experience.  

THE TARGETED RESUME (Example on pg 51)
Targeting your resume essentially involves 

choosing particular career goals or objectives 
and designing a resume to achieve them.  If you 
have done a complete inventory of your qualifica-
tions, you should be able to identify strengths that 
can translate into potential career directions.  By 
creating multiple experience categories (i.e. “Ad-
ministrative Experience,” “Teaching Experience,” 
“Other Experience,” etc.) you can help employers 
focus on those experiences most relevant to the 

position you are applying for.  If your job search 
includes multiple job objectives, you can have two 
or three different resumes which place emphasis 
on different targeted objectives. 

BUILDING YOUR RESUME
Your resume is like an advertisement of yourself 

to a prospective employer.  You want your 
resume to look and sound appealing to enhance 
your chances of being selected for an interview. 
Ultimately, your resume presents your skills, 
abilities, and qualifications as they relate to the 
position you are applying for.   Before developing 
your resume it is important to know what skills 
employers are seeking. 

SKILLS COMMONLY SOUGHT BY EMPLOYERS   
• Oral skills

• Written skills

• Ability to organize and coordinate

• Intercommunication skills

• Creativity

BUILDING YOUR RESUME: CATEGORIES
The following elements are often included in 

resumes.  Arrange whichever categories you use 
to reflect your strengths in the most advanta-
geous way. 

 
CONTACT INFORMATION: Your name, address(es), 
phone number(s) with area codes.  It is acceptable to 
include your e-mail address.

OBJECTIVE: One sentence stating the kind of position 
you want, the task(s) you want to perform, or the en-
vironment in which you wish to work. 

EDUCATION: Name of institution, city, state, degree, 
major, and month and year of graduation.  You may 
wish to include would be schools attended overseas; 
course work directly applicable to the desired job; 
minor; GPA (overall or departmental).  The highest 
degree earned should be listed first, then continue 
backward.  



CERTIFICATION: Include your area/level of certifica-
tion and date received

EXPERIENCE: Name of organization, job title, city, 
state, dates of employment or service, and active 
verb descriptions (*) of responsibilities and duties 
usually in bullet form.  For targeted Resumes you 
can highlight specific experience:  “Administrative 
Experience,” “Management Experience” “Related 
Experience,” “Other Experience,” etc. 

SKILLS: Provide a list of skills or qualifications that 
you would like the employer to know about  that may 
not come through in other headings.  List computer 
languages, programs, systems, etc.  For example: 
Excellent team player; Work well independently 
while also in team situations; Excellent oral and 
written communication skills.

HONORS/AWARDS: Academic scholarships, grants, 
academic honors, awards (e.g. Geology Student of 
the Year) and Dean’s List (may also be included under 
Education section)

LANGUAGES: Foreign Languages:  Define the level of 
your ability : “Fluent,” “Literate,” “Conversant” 

PROFESSIONAL MEMBERSHIPS: Professional and 
community affiliations, clubs/organizations, and 
student groups. Include name of organization, dates 
of membership, and offices held, if any.

INTERESTS/ACTIVITIES (Optional): Special interests, 
activities, or travel experiences.

REFERENCES: Not Necessary but if you want, the 
statement “references available upon request” 
is preferred.  List references on a separate page 
(name, address and phone) which matches your 
resume paper. Do not send unless they ask for 
them!

OTHER HEADINGS: “Special Skills;” “Publications;” 
“Professional Development” (training, seminars, 
conferences, workshops), “Class Projects,” “Study 
Abroad,” “If you have something else to add that 
would be relevant, make a heading that’s appropri-
ate and include it!

LAYOUT, FORMAT AND PRINTING FORMAT:
• Are general headings (education, experience, etc) 

consistently presented and set apart in some way 
from the other material (by capitalizing, underlin-
ing, spacing, bold-facing, etc)?

• Does the order of material presented emphasize 
what you intend it to?  Is the order logical?  Are 
the items in reverse chronological order (i.e., 
most recent experience first)?

• Is the length of the resume appropriate to the 
amount of material presented and to the job 
objective?

• Does the resume have an overall neat, readable 
appearance?  Is it easy to scan?  Is there sufficient 
but not excessive white space?

PRINTING:
• Your resume should be word-processed.
• Have it printed on “resume” paper (stationery 

stores or office supply stores have a selection of 
paper for resume writing). Use pale colors such 
as white, ivory, gray, cream, beige, or off-white. 
Avoid loud and garish colors and bright white.

• Test your resume by photocopying it. Oftentimes 
employers copy your resume and pass it on to 
others in the organization.

CONTENT
• Are the topic headings specific enough to invite 

reader interest?  
• Is the information presented specific and 

concise?  Is it quantitative where appropriate?
• Are accomplishments and problem-solving  

skills emphasized?
• Are your name, address, and telephone number, 

and email address at the top of the first page?  
If there is a second page, is your last name and 
“page 2” at the top?

• Is all important information included?
• Is extraneous material (hobbies, marital status, 

age, irrelevant memberships, repetitious infor-
mation, etc) eliminated?  
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STYLE
• Do sentences begin with action verbs?
• Is grammatical style consistent throughout?
• Is choice of vocabulary appropriate to your 

 job target?
• Are punctuation and spelling correct?
• Are sentences and paragraphs of a readable 

length? (Paragraphs ideally should be no longer 
than a few lines)

• Have extraneous phrases, such as “duties 
included” been eliminated?

• Do any of your phrases or sentences contain 
personal pronouns?

LAYOUT
• Fonts: Avoid using Courier, it is a wide font and 

takes up too much room.  Common resume 
fonts include Times Roman, Helvectica, Palatino. 
There are many new fonts that look great too.  
Experiment with your font menu!

• Font Size: 11point the average; 10 point is lowest 
you would want to go.  

• Margins: .5 inch margins top, bottom, right and 
left are recommended to give you space you 
need. In Microsoft Word go to “File” then “Page 
Setup” and change each margin. It is almost 
impossible to have a one page resume with the 
default margins.

• Bullets are used to highlight verb statements on a 
resume. It is recommended to go to “Insert” and 
then select “Symbol” and insert a bullet where 
you want it. The bullet wizard in Word adds too 
much spacing that takes away valuable space on 
your resume. 

FINALLY: 
Proofread, Proofread, Proofread!!  Always have 
someone else proof your resume.  You have worked 
so much with your resume you will just not see those 
typos or mistakes that someone else can spot in 
seconds!.  Career Services offers resume critiques 
to help you make sure your resume is perfect! 

EXAMPLES OF RESUMES CAN BE FOUND ON 
THE FOLLOWING PAGES 



(CHRONOLOGICAL/COMBINATION) 

Nikki A. Freshman 
123 UNF Way 

Jacksonville, Florida 32225 
(904) 555-6543 

n.freshman@unf.edu 
 
 

Objective  Seeking a part-time position as an Accounting Assistant. 
 
 
Education   University of North Florida, Jacksonville, Florida            

Bachelor of Business Administration, Accounting 
May 2013    
 
 

Related   
Experience  Florida Community College at Jacksonville, Jacksonville, Florida  
   Accounting Tutor, Fall 2009 - Present                

• Created a strategy on how to help students learn accounting  
• Communicated with students, faculty and staff 
• Conducted interviews for other tutor positions 

 
   Coggin College of Business, Jacksonville, Florida  
   Student Assistant, Summer 2009                                                                    

• Completed various projects using Microsoft Office programs 
• Organized and implemented a new filing system 
• Performed research about student’s needs  

 
 
Work   
Experience  Hallmark, Jacksonville, Florida 
   Sales Associate, February 2009 – December 2009    
            

Wendy’s, Jacksonville, Florida 
Cashier, June 2008 – January 2009      

         
 
Skills   Excellent customer service 

Strong communication skills 
Experience working in a fast-paced work environment 
Microsoft Word, PowerPoint, Excel 

 
 
Activities  Alpha Sigma Pi, Vice President 
   Golden Key Honor Society 



BRANDON B. SOPHOMORE 
 

5323 Kernan Boulevard South 
Jacksonville, Florida 32225 

(904) 555-1953 
bbsophomore@yahoo.com 

 
 
 

Objective  To obtain an internship in the field of Advertising. 
  
Education  University of North Florida  Jacksonville, Florida 
   Bachelor of Science, Communications/Advertising 

May 2012, GPA 3.6 
 
Honors &   Advertising Club 
Activities  Dean’s List     
   Student Government, Chief Justice 
   Martin Luther King, Jr. Scholarship Recipient 
 
Qualifications     

• Excellent team player 
• Communicate effectively with others 
• Effective leadership skills  
• Strong motivational skills 
• Arranged programs and invited guest speakers for Advertising Club    
• Maintained an organized work area 
• Developed and maintained productive working relationships 
• Successfully maintained above average GPA while working and being 

heavily active in extracurricular activities  
 
Computer  Excel 
Skills    Publisher 

Photoshop 
MS Word 
Power Point 

 
Employment   Target, Jacksonville, FL, Cashier, 2008 - Present 
History  Dillards, Tampa, FL, Sales Associate, Summer 2008 
   Publix Supermarkets, Tampa, FL, Cashier, 2006 – 2007 
 
 
 

(SKILLS/FUNCTIONAL) 

mailto:bbsophomore@yahoo.com
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Sarah Sunshine 

123 Brandnewday Road 
 Jacksonville, Florida 32256 

(904) 620-1234 
ssunshin@hotmail.com 

                                                                                                                
EDUCATION 

University of North Florida, Jacksonville, Florida 
Bachelor of Art, Major in Sociology; Minor in Psychology, May 2008   
GPA: 3.7/4.0, Dean's List and Psi Chi National Honor Society  
Graduated Cum Laude 

 
RELATED  EXPERIENCE 

Duval County Family Resource Center (DCFRC)   Jacksonville, Florida 
Intern, Spring 2008 
•Prepared resource manual to be used by the Center.   
•Provided child care information.  
•Researched and translated social insurance programs of clients.   
•Obtained medical supplies for clients not covered by medical cards.   
•Provided counseling to a caseload of 20-25 clients per week.  
•Initiated a program to inform the school children about the DCFRC.  
•Worked in conjunction with other social service agencies to obtain needed services for clients. 

 
Brighten Center,  Jacksonville, Florida 
Intern, Fall 2007 
•Maintained small caseload with teen parents.   
•Conducted home visits and counseled teen parents.   
•Co-led teen parenting classes.   
•Prepared a variety of materials taught at the parenting classes. 

 
Camp Sunny Day, Boone, North Carolina 
Camp Counselor, Summer 2006 and 2007 
•Worked with physically handicapped children ages 5 - 7 years old. 
•Organized activities for children. 
•Learned basic sign language while working with deaf impaired child. 

 
  RESEARCH  EXPERIENCE 
 University of North Florida, Professor B.F. Skinner,  Jacksonville, Florida 
 Research Assistant,  January 2007-August 2007 

•Helped develop coding system for behavioral assessment of 8-year olds 
•Tested 40 research participants for ability to complete various motor tasks 
•Assisted with data analysis using SPSS-X 
 

 VOLUNTEER EXPERIENCE 
 Mental Health Services, Jacksonville, Florida 
 Volunteer (June 2007-present) 
 •Work with mentally handicapped people in daily activities including personal hygiene, eating, and recreation.  
 •Learned to take care of and communicate with the mentally challenged. 
 
 Boys and Girls Club of Duval County, Jacksonville, Florida 
 Volunteer (May 2006-January 2007) 
 •Assisted children with homework and facilitated their learning.  
 •Organized recreational activities.  
 
MEMBERSHIPS 

American Psychological Association, Student Member, 2007 - present  
UNF Psychology Club, President, 2006 - present  

                               
SKILLS 

Above average understanding of American Sign Language 
Proficient with SPSS-X, ACCESS Data Base 
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OZZIE OSPREY 

4567 All American Drive        Phone: (904) 620-1000 
Jacksonville, Florida 32224        Email: ozzie123@unf.edu 

 
OBJECTIVE  
              Seeking a Program Coordinator position in youth services  
 

EDUCATION  
 University Of North Florida                                               Jacksonville, Florida      
 Bachelor of Arts, Psychology                                                                    Expected: 12/2010 
 GPA 3.5/4.0, Dean’s List, FICPA Scholarship 
                           
RELEVANT COURSES 
 Advanced Adolescent Psychology  Learning Theory             Behavior Modification  
 Personality Theories     Social Psychology             Mentor of Urban Youth 
     .  
RELEVANT EXPERIENCE 
 Boys and Girls Club                                           Jacksonville, Florida 

Office Assistant                                           6/2007 - Present   
Provide the public with information about various services.  Coordinate recreational events. Assist counselors 
with Mentor Youth Training seminars. Manage various office and administrative tasks. 
 
University of North Florida       Jacksonville, Florida 
Experimental Social Psychology Class Project                             Spring 2007 
Worked in a group setting to plan a research project.  Conducted research on religious and sexual attitudes 
Collected data via surveys of 18 to 40 year-old college students 

  
University of North Florida  Jacksonville, Florida 
Behavior Modification Class Project      Fall 2006 

 Worked to develop a behavior modification plan to stop inappropriate behavior.  Research possible plans of action  
and chose two plans to limit behavior. Implemented plans with positive reinforcement 
 
University of North Florida Psychology Club          Jacksonville, Florida 

 Special Events Coordinator                                                      Fall 2006 
Oversaw the financial operations of outreach marketing projects; maintained budget.  Coordinated Adopt a Kid 
Day, a recreational event for inner city children. Successfully raised funds for children’s charity. Arranged guest 
speakers for meetings. 

 
OTHER WORK EXPERIENCE 
 Hallmark Cards         Jacksonville, Florida 
 Merchandiser                                              6/2004 – 5/2006 

Merchandised 8-10 retail stores daily to ensure visual appeal of product displays.  Assisted sales representatives 
with servicing accounts.  Processed customer-billing statements.  Handled customer inquiries and resolved any 
existing problems. 

 
Jacksonville Insurance Company   Jacksonville, Florida 
Office Assistant         8/2002 – 5/2004 
Provided information to clients regarding insurance policies. Improved office administration process by  
re-organizing file system. 
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Albert Einstein  
 (904) 555-1212  aeinstein@aol.com 

2657 Uphill Ave, Jacksonville, Florida 32244 
 

OBJECTIVE                                                      
 An entry-level automotive engineering position requiring strong analytical and organizational skills 

 
EDUCATION              

UNIVERSITY OF NORTH FLORIDA      Jacksonville, Florida 
Bachelor of Science in Mechanical Engineering     May 2008  
Honors: Daniel M. Joseph Prize in Mechanical Engineering, 2007 
Top Five Finisher in the ASME Region XI Student Section Website Competition 
 

RELATED COURSEWORK            
Thermodynamics Deformable Solids       Statics    Automotive Structural Design  
Materials Science Basic Circuits       Fluids Mechanics  Controls   
Heat Transfer   Vibrations       Statistics   Turbo Machinery  

 
RELATED EXPERIENCE           ______ 

AUTOCRAFTERS, INC.       Jacksonville, Florida    
Co-op Engineer         August 2008 
•Worked on advanced test project that involved mechanical design, CAD/CAM technology, automobile  
   structures, and coordination among project groups 

 
UNIVERSITY OF NORTH FLORIDA      Jacksonville, Florida  
Senior Design Project        Spring 2008 
•Designed a data acquisition system to monitor solor panels installed on roof of the UNF  
  Engineering building 
Mini-Baja Team participant        Fall 2007 
•Worked on six-member team to design and build a miniature stock car for National Society of 
   Automotive Engineers competition 
Pressure Vessel Project       Spring 2006    
•Measured the discharge pressure when one pressure vessel discharged to the next at the instant it 
  reached choke flow or subtonic velocity 

 
GENERAL MOTORS CORPORATION      Detroit, Michigan 
Intern          Summer 2003 
•Assisted in experimental and literature research 
•Prepared data for technical papers 
•Computed engineering calculations 

 
OTHER WORK EXPERIENCE         ____________ 
 OLIVE GARDEN, Server/Trainer/Shift Leader,  Jacksonville, FL    8/2006 – Present 
 PULTE HOMES, Office Assistant, Jacksonville, FL     6/2005 – 8/2005 
 BENNIGAN'S RESTAURANT, Server/Bartender, Jacksonville, FL  4/2002 – 8/2004 

 
SKILLS               

•HTML   •AUTOCAD  •JAVA    •PROE    
 •MATLAB  •IDEAS  •LABVIEW   •C++ 

 
ACTIVITIES            __________ 

•Society of Automotive Engineers, President, 2007-Present 
•American Society of Mechanical Engineers (ASME), 2006-Present                     
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HARRIET OSPREY  

1111 University Dr., #000, Jacksonville, FL 32246 
Phone: (904) 123-1234, Email: hosprey@aol.com 

____________________________________________________________________________________________________________ 
 

OBJECTIVE 
             To obtain a journalism internship with Billboard magazine. 
 
EDUCATION  
             UNIVERSITY OF NORTH FLORIDA                 Jacksonville, FL 
             Bachelor of Science in Communications, Journalism                      May 2008 
             Current GPA 3.96/4.0 
                                                            
RELATED EXPERIENCE          
 FLORIDA TIMES UNION        Jacksonville, FL 
 Freelance Writer         8/2007-present 
 •Research, write, and edit stories for all sections of the Jacksonville daily newspaper which has a  
              circulation of over 165,000 readers 
 •Develop working relationship with members of Jackonville media community 
 •Write articles highlighting the Hope Fund which has helped more than 760 local families in need       
 
 THE SPINNAKER, UNIVERSITY OF NORTH FLORIDA STUDENT NEWSPAPER Jacksonville, FL 
 Assistant News Editor and Writer       1/2008-present 
 •Assign stories for news section of weekly student newspaper 
 •Assisted with various editorial decisions and story budgets 
 •Generate new story ideas 
 •Edit stories of other writers 
 Staff Writer          1/2007-12/2007 
 •Wrote hard news  
 •Write news articles on political, academic, and social topics 
 
             COX COMMUNICATIONS                                                                                                  Atlanta, GA 
             Writer (Internship)         5/2006-12/2006 
    •Wrote articles for employee publication 
 •Wrote and posted articles to updated intranet 
 •Wrote press releases and personnel announcements 
 •Conducted research for speeches and presentations 
 •Involved with strategic planning related to communication issues and challenges 
 
 JACKSONVILLE BUSINESS JOURNAL       Jacksonville, FL 
 General Assignment Reporter (Internship)      Summer 2005 
 •Wrote articles for a number of different beats 
 •Wrote profiles and feature articles on local area business professionals 
 
OTHER WORK EXPERIENCE 
 OLIVE GARDEN, Server/Trainer/Shift Leader,  Jacksonville, FL     8/2006 – Present 
 PULTE HOMES, Office Assistant, Jacksonville, FL      6/2005 – 8/2005 
 BENNIGAN'S RESTAURANT, Server/Bartender, Jacksonville, FL   4/2002 – 8/2004 
  
ORGANIZATIONS/CLUBS 
             Golden Key International Honor Society    1/2007-present 
             UNF Ad Club, Vice President and Charter Member    8/2006-present 
 
SKILLS 
             MS Word, Excel, PowerPoint, Outlook, Explorer Internet, News Edit Pro     
 
INTERESTS 
             Artist and repertoire, artist management, promotions, tracking of “Top 10 Artists” 
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William Gates 

4567 St. Johns Bluff Road, South ♦ Jacksonville, Florida 32256 ♦ (904) 620-1234 ♦ aein@unf.edu 
 
OBJECTIVE To obtain an entry-level position in computer programming   
 
EDUCATION UNIVERSITY OF NORTH FLORIDA, Jacksonville, FL 
 Bachelor of Science in Computer and Information Science,  May 2008 
 Major: Computer Science   GPA: 3.5 
 
COMPUTER ♦COBOL, Assembly, Qbasic, C, Pascal, Basic, C++   
SKILLS ♦UNIX, MS-DOS, MS Windows, TSX/RSX 
   ♦DEC Alpha, PC, PDP-11, IMB Mainframe 
   ♦MS Word, Excel, WordPerfect, Lotus, dBase, PageMaker 
 
RELATED  BLUE CROSS BLUE SHIELD OF FLORIDA, Jacksonville, FL 
EXPERIENCE Server Management Team Intern, 7/2007-present 
   ♦Automate in-office Service Center reports using Excel macros and VBA 
   ♦Help with maintenance and hardware support for production Proliant servers, 
     including hot-swap parts replacement and other forms of troubleshooting  
   ♦Participated in complete hardware assembly of HP/Compaq Proliant DL series servers,  
     including racking and cable management 
 
   UNIVERSITY OF NORTH FLORIDA,  Jacksonville, FL 
   OFFICE OF COMPUTING SERVICES 
   Help Desk Programmer Analyst, August 2006 – present 
   ♦Install and maintain various computer software 
   ♦Assist in solving technical problems with University computers 
   ♦Train new employees and assist with hiring 

Programmer Assistant  January 2004 – August 2006 
♦Promoted to Programmer Analyst 
♦Installed hardware 

 
CLASS PROJECTS 
♦Developed software for pseudo Inventory management system using the RUP 
♦Designed client/server using sockets/RPC 
♦Constructed a C-compiler and a cross assemble using C 
♦Designed programs featuring forking, semaphores, and pipes using C 
♦Designed a variant of the game "connect five" using artificial intelligence paradigms 
♦Created various multi-media projects using PHP, HTML, Director, Premiere, Authorward 
♦Designed FTP client/server using C 

 
ACTIVITIES  Association of Information Technology Professionals, Member, 2007-present 
   University of North Florida Computing Society, Treasurer, 2006-present 
   BACCHUS—the campus alcohol awareness group, Volunteer, 2005-present 
 
OTHER WORK BELK DEPARTMENT STORE, Accounting Clerk Jacksonville, FL,  5/2005– 4/2006 
EXPERIENCE UNITED PARCEL SERVICE, Loader, Jacksonville, FL, 5/2004-4/2005 
   BOUNDLESS LIGHT PRODUCTIONS, Web Designer, 1/2003-5/2004   
  
HONORS  Dean’s List,  2006, 2007, 2008 
   Upsilon Pi Epsilon Award for Academic Excellence, 2007  
   Golden Key National Honor Society, 2006-2007 
   Math Student of the Year Award, 2007 
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HENRIETTA OSPREY 
Henrietta.Osprey@unf.edu, (904) 123-4567, 211 Osprey Lane, Jacksonville, FL 32224 

 
OBJECTIVE               
 To obtain an internship position at a law firm  
 
EDUCATION              
 UNIVERSITY OF NORTH FLORIDA      Jacksonville, FL 
 Bachelor of Arts Degree in Criminal Justice; English minor    December 2009 
 Major GPA: 3.3/4.0; Honors: Florida Bright Futures Scholarship 
 
RELEVANT CLASSES            

 CCJ 4283 - Philosophy of Law and Justice 
 CJL 4510 - Court Systems and Procedures  
 CCJ 4664 - White Collar Crime 
 CCJ 3501 - Juvenile Delinquency and Juvenile Justice 
 CCJ 4680 - Family Violence 

 
COMPUTER SKILLS             

 MS Word, Outlook, Excel, PowerPoint 
 
ACTIVITIES               

COMMUNITY CONNECTIONS       August 2006-Present 
 Participate in the on-going development of juvenile mentoring programs  
 Periodic revise of training resources for new volunteers 
 Solicit donations from area companies and individual contributors 
 Assist coordinators with event planning for various youth services activities  
 

PRE-LAW PROGRAM        August 2007-Present 
 Attend informational luncheons: guests represent Florida law school programs 
 Assist program director with event set up for student events 
 Network with alumni and guests of the Pre-law Program: lawyers, judges, community leaders 
 

STUDENT CRIMINAL JUSTICE ASSOCIATION     January 2008-Present 
 Involved in annual membership drive  
 Assist with the identification of guests speakers and organization of various events   
  

PRE-LAW STUDENT SOCIETY       August 2008-Present 
 Member of Mock Trial 

 
WORK EXPERIENCE             

APPLEBEE’S          Jacksonville, FL 
 Hostess, Wait Staff         March 2007 - Present 

 Assist management  training of new employees 
 Received raises based upon work ethic and ability 
 Improved customer service skills 
 

UNF CHILD DEVELOPMENT RESEARCH CENTER    Jacksonville, FL 
Student Assistant         May - August 2006 
 Followed policy and procedures 
 Helped children develop social skills with interactive games  

 

mailto:Henrietta.Osprey@unf.edu
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Harriet Osprey 
1 UNF Drive 

Jacksonville, Florida 32224 
904-620-2955 

Harriet.Osprey@gmail.com 
 
Objective To obtain a criminal justice internship the Florida Department of Law Enforcement 
 
Education University of North Florida     Jacksonville, Florida 
  Bachelor of Arts      05/10 

Major in Criminal Justice   
  Minor in Economics 

Bright Future’s Scholarship Recipient 
 
Academics Introduction to Criminal Justice (CCJ 3020) 

• Lectures on police, courts, and corrections 
 

                    Criminological Theories (CCJ 3603) 
• Studies on the explanations and causations of crime 

 
      Research Methods in Criminal Justice (CCJ 3700) 

• Instructed on how to properly conduct research in the criminal justice Field 
• Research project on the correlation between age and crime 

 
                    Court Systems and Processes (CJL 4510) 

• Lectures on the main operations of the US court systems 
• Observed Federal, State, and Local court processes 

 
Related Jacksonville Sheriff’s Office    Jacksonville, Florida 
Experience Ride-along Participant     01/09 - Present 

• Observe procedures for traffic violations, domestic disputes, and other daily occurrences during 
the work day of an officer 

• Learn police codes and dispatch procedures 
• Confirmation of an interest in law enforcement 

  
Skills  Proficient in Microsoft Office and troubleshooting PCs 
  Great interpersonal skills, team player, and self-starter 
 
Affiliations Student Criminal Justice Association    01/09 – Present  
  Pre-Law Society      08/8 – Present  
 
Employment Best Buy       Jacksonville, Florida  

Geek Squad Tech      09/08 - Present 
 

University of North Florida     Jacksonville, Florida 
Tech Support       12/07 – 09/08 
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Harriet Osprey 
Harriet.Osprey@gmail.com 

School Address          Permanent Address    
1 UNF Drive          1111 Home Street 
Jacksonville, FL 32224        Orange Park, FL 32065 
(904) 620-2955         (904) 620-2955 
 

OBJECTIVE 
To obtain a position as a federal student intern for U.S. Customs and Border Protection 
 

EDUCATION 
University of North Florida        Jacksonville, FL 
Bachelor of Arts in Criminal Justice       Expected December 2009 
Overall GPA: 3.52/4.0 
Courses: Criminal Law and Procedures, Drugs and Crime, White Collar Crime, Research Methods in Criminal 
Justice, Law Enforcement Systems and Procedures, Criminological Theory 
 

RELATED EXPERIENCE 
Jacksonville Sheriff’s Office Pre-Trial Services     Jacksonville, FL 
Student Intern          January 2008-April 2008 
 Observed orientations/weekly visits from court ordered defendants 
 Gained knowledge on the importance of court orders and confidential court cases 
 Observed meetings with the State Attorney, Defense Attorney, and Judge in chamber before trial 
 Attended J-1 court to better understand court processes  

 
William L. Thompson Jr., P.A.       Orange Park, FL 
Clerical Assistant          August 2002-August 2005 
 Answered phone calls and took messages 
 Made copies of paperwork for filing and depositions 
 Sent fax messages, operated collating/coping machine, and prepared outgoing mail 

 
ADDITIONAL EXPERIENCE 

Publix           Orange Park, FL 
Customer Service Staff        May 2006-Present 
 Provide fast, fun and friendly service for our guests 
 Handle wire transfers for Western Union 
 Reconcile cash transactions at the end of every day 

 
O’Connor Development Corporation      Orange Park, FL 
Clerical Assistant          October 2002-August 2005 
 Prepared incoming and outgoing mail 
 Answered phones during conferences and took proper messages 
 Completed and delivered payroll checks for corporations owned by O’Connor Development  
 

SKILLS 
 Computer Skills: Microsoft Word, Works, and PowerPoint; some experience with Microsoft Access and 

Excel 
 Language Skills: Novice of American Sign Language   
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Pat Brown 

123 Osprey Lane 
Jacksonville, Fla. 32225 
Phone: (904) 555-1234 

Email: pbrown@gmail.com 
__________________________________________________________________________________________________ 
Objective Seeking a marketing internship that will utilize various communication experiences 
 
Education University of North Florida, Jacksonville, Fla. 
   Bachelor of Science in Communication- Public Relations, 04/2014  
   GPA 3.5/4.0; Dean’s List four semesters 
   Public Relations Student Society of America, Member 
 
Skills                 Face Book, Twitter, Tumblr; Adobe Photoshop, Illustrator, Prezi; MS Word, Excel, Outlook, Explorer,   
   Publisher, FrontPage; excellent interpersonal and communication skills, attentive to detail 
                     
Experience Jacksonville Chamber of Commerce, Jacksonville, Fla., Volunteer, 08/2012- Present                   
   •Create newsletters/pamphlets for the community  
   •Research opportunities to utilize social media to advertise Chamber functions 
   •Contribute ideas for website development 
   •Assist with organization of various events 
 
              City of Jacksonville Beach, Jacksonville Beach, Fla., Special Events Intern, 05/2012- 09/2012             
   •Contacted local businesses to improve the flow of information between the city and local businesses in  
     order to increase overall attendance at events 
   •Researched and implemented marketing and advertising opportunities (surveys, etc.) 
   •Lead planner for multiple Jacksonville Beach events (Moonlight Movie Program)  
 
   Dalton Agency, Jacksonville, Fla., Marketing Intern, 01/2012- 04/2012                            
   •Developed social media campaigns for assigned clients 
   •Wrote press releases for local, state, and national assigned governmental offices 
   •Interviewed up and coming performers for the “Who’s Who in the City”, a COJ initiative 
 
   University of North Florida, Jacksonville, Fla., Media Planning Class, 08/2011- 12/2011  
   •Gained an understanding of the problems involved in making media and advertising placement decisions 
   •Developed decision-making strategies related to the overall marketing process for local non-profit  
     organizations 
   •Produced graphic images and logos for campaign materials and PowerPoint presentations 
   •Presented creative concepts and tactics for the final presentation 
                
Employment Watson Realty, Jacksonville, Fla., Office Assistant, 05/2011 - 08/2011    
   •Worked in Marketing Department; provided input on ad planning and media selection 
   •Assisted sales agents with collateral preparation and public relations promotions 
   •Performed a variety of tasks including filing and data entry for production reports 
 
Interests Social media, event organization, community development and outreach, entertainment industry 
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