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San Joaquin Delta College 



 

RESUME WORKSHEET 
 

Personal and Contact Information – Suggested Format: Choose left, centered or right aligment. 
 
Name  
Street Address 
City, State Zip 
(Area Code) Phone number 
Email address 
 
OBJECTIVE OR SUMMARY OF SKILLS: _____________________________________________ 

____________________________________________________________________________________  

____________________________________________________________________________________  

 
SECTION ORDER: List sections in order that best supports your qualifications for the job(s) you are 
applying for.  Education is usually first for a recently graduate candidate. 
 
EDUCATION: 
(List most recent first. Use same format for Education & Employment sections) 
 

School’s Name , City, State  

Degree/Major/Type of Course , Dates Attended  

Awards and honors if any   

 

School’s Name , City, State  

Degree/Major/Type of Course , Dates Attended  

Awards and honors if any   

 
EMPLOYMENT: 
(List your current or most recent job first. Then list next most recent jobs) 

Company’s Name , City, State  

Job Title , Dates of Employment   

List Responsibilities: 

• ________________________________________________________________________ 

• ________________________________________________________________________ 

• ________________________________________________________________________ 

• ________________________________________________________________________ 

• ________________________________________________________________________ 



 

Company’s Name , City, State  

Job Title , Dates of Employment  

List Responsibilities: 

• ________________________________________________________________________ 

• ________________________________________________________________________ 

• ________________________________________________________________________ 

• ________________________________________________________________________ 

• ________________________________________________________________________ 

 
Company’s Name , City, State  

Job Title , Dates of Employment  

List Responsibilities: 

• ________________________________________________________________________ 

• ________________________________________________________________________ 

• ________________________________________________________________________ 

• ________________________________________________________________________ 

• ________________________________________________________________________ 

 
 
REFERENCES:  (On resume state “Furnished” or “Available Upon Request”) 
 
Name  

Title  

Company Name  

Address  

City, St Zip  

Phone #  

 

Name  

Title  

Company Name  

Address  

City, St Zip  

Phone #  

Name  

Title  

Company Name  

Address  

City, St Zip  

Phone #  

 

Name  

Title  

Company Name  

Address  

City, St Zip  

Phone # 

 



Jane Doe 

123 College Ave., Stockton, CA 95207 

209.123.4567 

jdoe@collegegrad.com 
 

Objective An entry-level marketing or management position with a medium-sized 
business. 
 

Education Associate of Arts – Business: General 
San Joaquin Delta College, Stockton, CA 
• Major: Business 
• Minor: Marketing 

 
Related course work: personnel management, business 
management, business ethics, business law, macro economics, 
statistics, marketing and sales. 
 

Expected: June 2009 

Skills/Abilities Management  
 • Developed and implemented new fund-raising program for social fraternity, 

which brought in more than $1,500 for local charity 
• Worked with local and national alumni chapters to coordinate chapter house 

expansion, including negotiating a construction contract and schedule 
• Organized and communicated to chapter alumni a house expansion fund-raising 

program, which to date has brought in enough to cover 50% of expansion costs 
• Managed chapter house finances for two years, including collecting dues and 

paying bills 
• Carried a full course load while serving as chapter officer and working on campus 

newspaper advertising staff 

 Sales  
 • Led campus newspaper advertising staff three consecutive years for most 

advertising dollars generated 
• Organized and implemented advertising promotion, which increased number of 

advertisers by 45% 

 Communication  
 • Presented monthly financial reports to chapter members and quarterly reports to 

national headquarters 
• Corresponded with chapter alumni on progress of house expansion and 

fundraiser 

 Leadership  
 • Served as fraternity president, business manager, and social chairperson 

• AGS Honor Society -Vice President for two semesters 
 

Experience 
 

Account Manager, REI, Stockton, CA (September 2005- current)

Salesperson, Barnes and Noble, Stockton, CA (September 2003 - May 2005)
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Jennifer Stewart 
5840 Oak St., Lodi, CA  95820 
(209) 334-1645 
jstewart@gmail.com 
 

Objective To obtain a secretarial/receptionist position 

 

Professional Skills • Microsoft Office 
• Microsoft Windows 
• dBase III 
• Lotus 1-2-3 
• WordPerfect 5.1/6.1 
 

• Filing/Editing 
• Typing (55+ wpm) 
• Office Procedures 
• Telephone Skills 
• SuperWrite (80 wpm) 

• Accounting 
• Business Math 
• Business English 
• Management Skills 
• Customer Service 

Skills 
 

Education Office Technology Program / Secretarial Specialty
 Heald College, Stockton, CA, Completion Date: 06/09 

G.P.A. 3.9/4.0; Attendance 100% 
 

Employment Skills • Developed ability to work in a fast-paced atmosphere 

• Maintained excellent customer relations and developed customer rapport 

• Diplomatically resolved customers complaints on as-needed basis 

• Accurately calculated and made daily deposits of up to $20,000 

• Ability to follow instructions well and make decisions with no supervision 

• Motivated and supervised 15+ employees on daily basis 

• Maintained all record-keeping procedures without error 

• Delegated responsibilities to employees to meet company’s expectations 

• Effectively developed telephone communication skills and consistently met 

quotas 

 

Employment History 
 Assistant Manager, Toys R Us, Lodi, CA 06/06– Present 
 Telemarketer, Sun Travel, Stockton, CA  

Temporary Assignment 
01/06 – 06/06 

 Data Entry Operator, WTI  Inc., Stockton, CA 
Internship 
 

02/05 – 12/05 
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Jeff Wong 
6655 Stanford St., Modesto, CA  95350 
(209) 931-2341 
jeffwong@yahoo.com 
 

SKILLS/ABILITIES 
  

Organizational/Management 
 

• Stocked and managed inventory in grocery store 
• Prepared weekly inventory reports and submitted to supervisor 
• Recommended new stocking system, which reduced stocking time by four 

hours a week 
• Served as treasurer of high school RC airplane club for two years 
• Coordinated candy sale fundraiser for RC airplane club, which resulted in 

$350 in profit 
• Helped plan monthly “flyings” and quarterly meetings 

 
 
Customer Relations 
 

• Assisted grocery shoppers in finding products 
• Provided carry-out service 
• Created new customer comment program, which included a personal 

letter from the appropriate department head and increased customer 
satisfaction by 75% 

• Served 78 customers on neighborhood newspaper route and handled 
billing and collections 

• Initiated revised billing program for paper route, which increased on-time 
payments by 30% 
 
 

Communication 
 

• Wrote articles about RC airplane club for high school newspaper 
 

 
WORK HISTORY 

Stock clerk June 2007-present
Raley’s, Modesto, CA  95350 
Summers and after school 
 
Newspaper carrier January 2007-June 2007

 

Consolidated Messenger, Modesto, CA 
 
 

EDUCATION 

Graduate June 2008 
Oak High School, Ripon, CA 
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John Doe 
5151 Pacific Avenue 
Stockton, CA  95207 

(209) 954-3333   jdoe@yahoo.com 
 
 
 

References 
 
 

Joe Johnson, Supervisor 
XYZ Company 
223 Capitol Dr. 
Stockton, CA  95818 
209/655-1234 
jjohnson@business.com 
 
 
Jessica Thomas, Office Manager 
Capitola Medical Center 
334 Medicine Ave. 
Stockton, CA  95230 
jthomas@medical.com 
 
 
Timothy Wilson, Director 
Winter Institute 
989 Computer Dr. 
Stockton, CA  95855 
twilson@winter.com 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: Always notify reference and ask what contact information they would prefer you use. 
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Cover Letter Format and Content Description 

 
Your name 
Street adress 
City, State, Zip code 
Telephone: (123) 456.7890 
Email address 

 
 

Name, Title 
Company Name  
Street Address 
City, State, Zip code 
 
Dear Ms. / Mr. (employer’s last name): 
 
In the first paragraph, you must capture the reader’s attention and entice them to read 
further.  Indicate how you heard about the job opening and/or the name of the person who 
told you about the position.  If the hiring authority recognizes that name, that can help you 
get noticed.  Mention the specific job title and say that you are enclosing a resume that 
shows how you are qualified for that particular job. 
 
In the second paragraph, show some enthusiasm and interest in this organization.  Say 
something positive that shows you have researched the web site or read a recent newspaper 
article about this organization.  Analyze your background and skills in relationship to the job 
description.  Why would you make a “good fit” with this job/organization and how can you 
contribute?  What have you done that is similar?  Give an example from your past work, 
classroom, or extracurricular experience. 
 
In the third paragraph, tell how you will follow through.  For example, “I am eager to 
meet with you to discuss this opportunity.  I will be available for an interview at a time 
convenient to you.” 
 
Sincerely, 
 
 
 
Type your name here      
 
 
 
Enclosure (refers to your resume) 
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                ACTION VERB FOR RESUME AND COVER LETTER 
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Management Skills Communication Skills Helping Skills Administrative or 
Administered Addressed Assessed Detail Skills 
Analyzed  Arbitrated Assisted Approved 
Assigned Arranged Clarified Arranged 
Attained Authored Coached Catalogued 
Chaired Collaborated Counseled Classified 
Consolidated Convinced Demonstrated Collected 
Contracted Corresponded Diagnosed Compiled 
Coordinated Developed Educated Dispatched 
Delegated Directed Expedited Executed 
Developed  Drafted Facilitated Generated 
Directed  Edited Familiarized Implemented 
Evaluated Enlisted Guided Inspected 
Executed Formulated Motivated Monitored 
Improved Influenced Referred Operated 
Increased Interpreted Rehabilitated Organized  
Organized Lectured Represented Prepared 
Oversaw Mediated  Processed 
Planned Moderated  Purchased 
Prioritized Negotiated  Recorded 
Produced Persuaded  Retrieved 
Recommended Promoted  Screened 
Reviewed Publicized  Specified 
Scheduled Reconciled  Systematized 
Strengthened Recruited  Tabulated 
Supervised Spoke   Validated 
 Translated   
 Wrote   
    
Technical Skills Teaching Skills Creative Skills More Verbs for 
Assembled Adapted Conceptualized Accomplishments 
Built Advised Created Achieved 
Calculated Clarified Customized Expanded 
Computed Coached Designed Improved 
Designed Communicated Developed Pioneered 
Devised Coordinated Directed Reduced (losses) 
Engineered Demystified Established Resolved (problems) 
Fabricated Developed Fashioned Restored 
Maintained Enabled Founded Spearheaded 
Operated Encouraged Illustrated Transformed 
Overhauled Evaluated Initiated  
Programmed Explained Instituted  
Remodeled Facilitated Integrated  
Repaired Guided Introduced  
Solved Informed Invented  
Upgraded  Instructed Originated  
 Persuaded Performed  
 Set goals Planned  
 Stimulated Revitalized  
 Trained Shaped  


	1.COVER.doc
	2.Resume Worksheet.doc
	3.Jane Doe's Resume.doc
	Objective
	Education
	Associate of Arts – Business: General
	San Joaquin Delta College, Stockton, CA

	Skills/Abilities
	Management
	Sales
	Communication
	Leadership

	Experience
	Account Manager, REI, Stockton, CA (September 2005- current)
	Salesperson, Barnes and Noble, Stockton, CA (September 2003 - May 2005)




	4.Administrative Assistant Resume.doc
	Objective
	To obtain a secretarial/receptionist position

	Professional Skills
	Education
	Employment Skills
	Employment History

	5.HS Student Resume.doc
	SKILLS/ABILITIES
	WORK HISTORY
	EDUCATION

	6.References.doc
	7.Cover Letter Format and Content Description.doc
	8.ACTION VERBS.doc
	9.Ten Rules of Interviewing.doc
	10.Sample Interview Questions.doc
	11.Dress for Success.doc
	12.Sample Thank You Letter.doc

