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Position yourself during a recession with “The 30-Minute Resume Writing Guide,” © presented by College Student Resume Services, a division of the Center for Organizational and Personal Excellence.  

www.centerforexcellence.net
The perfect resume is a written communication that clearly demonstrates your ability to produce results in an area of concern to potential employers 
and in a way that motivates them to meet you.*
*Thomas Jackson, The Perfect Resume, p. 10
Our higher education experienced resume writers specialize in assisting college students and new entrants to the workforce in creating resumes and cover letters that separate them from other job seekers.  As writers of this guide, they will provide you with proven resume writing techniques to: 

· Ensure that your resume is a powerful marketing resource for including, not excluding you from consideration for jobs.  

· Identify your abilities, strengths, and motivation to assume new responsibilities and challenges. 

· Match your core skills with desired characteristics and skills of the position you seek.

· Peak the interest of potential employers, creating a desire for them to want to learn more about you. 

You only have one opportunity to make a first impression and in the job search process the way in which you make that impression is through creating a well-written resume and targeted cover letter.
This resume writing guide will help you to The Next Step—An Interview.
One-on-One Coaching for Resume and Cover Letter Writing  [Click for Special Offer]
If you are interested in obtaining personalized assistance as you write your resume and cover letter, visit http://www.centerforexcellence.net/resumeservicessteps.html After purchasing this service, you will be contacted via email by your Resume Coach to schedule a mutually convenient date and time to communicate.

Getting Started 
Welcome to the world of resume and cover letter writing! Whether you are experienced at resume and cover letter writing or a newcomer, there is always something you can do to sharpen your skills, and that’s what this resource guide is all about.  This information was created by higher education professionals as a "self-paced" resume and cover letter writing resource for students and new entrants to the workforce.  The purpose of the resource guide is to assist you to learn, or perhaps reinforce principles of resume and cover letter writing success.  
We are anticipating that this self-paced approach will provide you with the opportunity to identify your unique perspective, learn about and apply principles of resume and cover letter writing success. Your initiative can be enhanced if you chose to experience the program with a friend or colleague. This approach will allow for you and your colleague to work together and share ideas, strengthening the learning process and creating a strong foundation for success.  
It has been said that there is no such thing as an excellent organization, only those that believe in continuous improvement. We’d like to view this concept on an individual level, by suggesting that there is no such thing as the “perfect” job candidate, only those who believe in continuous improvement. Just think for a moment, each one of us has specific skills, abilities, resources and experiences. And, where we are now, in terms of our qualifications for a job, is the direct result of these factors.  With this in mind, let’s get started…

Four Principles of “The 30-Minute Resume Writing Guide”
#1. Self-Assessment: accurately self-assess your strengths, 

#2. Putting It On Paper: document your knowledge, skills and abilities, 
#3. Distinguish Your Self: create an effective resume and cover letter, and
#4. Communicate for Results: strengthen your ability to communicate during the  

      interview. 

Principle One: Self-Assessment

Greek Philosopher, Socrates taught eons ago that, “An unexamined life is not worth living.” This segment of the resume and cover letter writing resource guide will provide you with an opportunity to “Know Thyself,” through engaging in critical self-assessment, expanding self-knowledge and understanding.  
Take a few minutes to think about each of the following questions and respond as honestly as possible to each one.  Your answers will provide you with valuable insight about your strengths and motivation regarding your career—essential information for crafting an effective resume and cover letter.  
1. What type of position are you seeking (be specific)?

2. What interests you about this new position?

3. What is your current situation regarding your work or career?
(ie: transition from part- to full-time employment, career change, etc)
4. What is motivating you to engage in a job search?
(ie: graduation from college, displeasure with current employment, layoff, etc)

5. What was your major in college?

6. How does your major relate to the position you are seeking?

7. Have you had any internship within your field of study?
8. Are you willing to relocate?

9. What are three of your strengths?

10. What are three of your weaknesses?

11. How have other people, supervisors and co-workers described you?

12. What key skills do you have that you can bring to an organization?

13. How many staff have you supervised?
Principle Two: Putting It On Paper

Because an employer will usually spend only a few minutes “scanning” your resume, it is extremely important that the content of your resume is clear, concise, and easy to read.  By completing this Resume Data Sheet, you will identify information which you will use to create a well-written resume and cover letter that highlights your background, education, experience, skills and accomplishments. 

Resume Data Sheet Instructions
Be as detailed as possible in answering all items and questions within this area of the resource guide. Keep in mind that you can COMPLETE THE INFORMATION AT YOUR OWN PACE.   Remember to SAVE this Word document as often as possible to avoid losing valuable time and information. 
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Section A: Personal Information.  Your personal information serves as the foundation of your resume because it contains essential address, telephone and email contact information.  Please make sure to double check your information for accuracy as this information will be used within your resume and cover letter.  
Name: 
Street Address:
City, State and Postal Zip Code:
Telephone Number:  (including area code):
email address:
Part B: Job Focus.  This section of the resume data sheet contains questions that you have already completed on page 3. 
Part C: Education.  The Education section contains important information, especially for recent or soon to be college graduates.  Your response to items within this section will help to portray how your educational preparation and experience contribute to your readiness for the job.  Keep in mind that when listing your educational experiences, you should begin with the most recent.  Space exists for information regarding up to two colleges and universities.  
1) College Name:
College City and State:
Dates Attended:      From:  (year)    



To:  (year)
Graduation Date:  (year)





Number of Credits:  

Major:







Cumulative Average:

Degree:
Educational Accomplishment:  List and describe an educational accomplishment relating to this educational experience.  This accomplishment may include: academic achievements, courses of study, research topics, scholarships, honors, awards, internships, etc. 

Educational Accomplishment:  
Co-Curricular Accomplishment:   List and describe a co-curricular accomplishment relating to this educational experience.  This accomplishment may include: participation within clubs, organizations, and/or athletic teams, student leadership training, leadership position(s) held, membership within honor societies, volunteer experiences, student work experience, etc. 

Co-Curricular Accomplishment:  

2) College Name:

College City and State: 
Dates Attended:      From:  (year)    



To:  (year)

Graduation Date:  (year)





Number of Credits:  

Major:







Cumulative Average:

Degree:

Educational Accomplishment:  

Co-Curricular Accomplishment:  

Section D: Work Experience. (Full-time, part-time, and summer employment) The Work Experience section serves as the nucleus of your resume, containing essential information regarding both your current and past job responsibilities and contributions you have made to your employer.  Within this section, you will also have an opportunity to emphasize your accomplishments, further distinguishing you as a job candidate. Keep in mind that when listing your work experiences, you should begin with the most recent.  Space exists for information regarding up to three work experiences.

1) Company Name:

Company Location:

Description of Company:

Job Title:

Time Period of Employment:      From:  (month/year)    
To:  (month/year)

Job Responsibilities:  List and describe two major responsibilities relating to this employment experience.  These responsibilities may include your:  major area(s) of focus for work, special job skill requirements, key activities or projects, and the number of subordinates managed, if applicable.  
Job Responsibility 1:
Job Responsibility 2:

Job Accomplishments:  List and describe two major job accomplishments relating to this employment experience.  Be sure to support each accomplishment referencing data and/or measurable outcome information.  Include within each accomplishment a reference to how you achieved it and factors or qualities that contributed to your success.

For example: “Exceeded company goal of 90% customer satisfaction level, by attaining an average of 96% customer satisfaction ratings on customer survey cards. I achieved this level of satisfaction through my communication skills and attention to detail, focusing on listening to and fully understanding the needs of my customers.” 
Job Accomplishment 1:

Job Accomplishment 2:

2) Company Name:

Company Location:

Description of Company:

Job Title:

Time Period of Employment:      From:  (month/year)    
To:  (month/year)

Job Responsibility 1:

Job Responsibility 2:

Job Accomplishment 1:

Job Accomplishment 2:

3) Company Name:

Company Location:

Description of Company:

Job Title:

Time Period of Employment:      From:  (month/year)    
To:  (month/year)

Job Responsibility 1:

Job Responsibility 2:

Job Accomplishment 1:

Job Accomplishment 2:

Section E: Special Skills and Abilities.  Use this section to identify any special skills and abilities you may have relating to: understanding, speaking and/or writing in another language, computer knowledge and software applications, etc. 
1) Special Skill/Ability:

Level of Understanding:

Example(s) of How You May Have Used Your Skill/Ability in Your Job: 

2) Special Skill/Ability:

Level of Understanding:

Example(s) of How You May Have Used Your Skill/Ability in Your Job: 

Section F: Memberships and Affiliations.  
1) Organizational Name: 

Description of Organization: 
Leadership Position(s) Held, if applicable:  
Participation in Activity and/or Project(s): 
Time Period of Affiliation:  
From (month/year)

To: (month/year)

2) Organizational Name: 

Description of Organization: 

Leadership Position(s) Held, if applicable:  

Participation in Activity and/or Project(s): 

Time Period of Affiliation:  
From (month/year)

To: (month/year)

Section G: Certificates and/or Licenses.
Type of Certificate or License:

Name of Organization Issuing Certificate or License:
Description of Organization:

Time Period of Certificate or License:
From: (month/year) 
To: (month/year)

Section H: Training Program(s).  
1) Type of Training Program:

Name of Training Program Organization:

Description of Organization:

Time Period of Training:  



From: (month/year)




To: (month/year)

2) Type of Training Program:

Name of Training Program Organization:

Description of Organization:

Time Period of Training:  



From: (month/year)




To: (month/year)

Section I: References, Credentials & Recommendations.  Keep in mind that your resume and targeted cover letter will include information about your references, credentials and letters of recommendation being available upon request.  With this in mind, it is extremely important for you to speak in person with professors, coaches, advisors, and/or former supervisors regarding their assistance in either serving as one of your references and/or providing you with a letter of recommendation.  You can assist each of these individuals by providing them with a copy of your resume.  This approach will provide them with the necessary information for writing you an effective letter of recommendation.
Section J: Congratulations, You’re Done!  Thank you for taking the time to complete the Resume Data Sheet segment of this resume resource guide.  You have taken an important step in both your job search process and career development journey. Now, please take a few minutes to examine the completed information, focusing on details of what you have provided.  After you are certain that your information is accurate and complete, SAVE this Word document as (First Name_Last Name.doc).   Use the information you disclosed within these first 10 pages to create your resume.  Reference the last page of this guide for Rowan University’s 18 page “Resume Writing” booklet, containing multiple examples of resume and cover letter formats.  Other resume writing links are also available. 
Section K: The Next Steps:  If you are interested in obtaining personalized assistance as you write your resume and cover letter, visit http://www.centerforexcellence.net/resumeservicessteps.html Our Services Include: One-on-One Coaching for Resume and Cover Letter Writing.  After purchasing this service and emailing your saved Word document to daniel_duffy@comcast.net, we will: 
1. Review and analyze your information, 

2. Communicate with you via email, and

3. Craft a well-written resume and targeted cover letter highlighting your background, education, experience, skills and accomplishments. 

Our higher education experienced resume and cover letter writers take pride in providing college students with tailored marketing resources in Word format as soon as possible after receipt of completed Resume Data Sheet. 

Principle Three: Distinguish Your Self

The principle of “Distinguishing Your Self” relates to the single most important ingredient for success in resume and cover letter writing—differentiation.  By differentiation we mean, standing out, making a positive impression, and stimulating the desire for an employer to want to learn more about you.  Effective resumes and cover letters communicate a compelling differentiation strategy and value-added proposition.  In other words, these written documents must identify how your background and experience makes you unique among competitors and demonstrate how you can apply these strengths to challenges facing the organization. A one-page cover letter and resume provides the best length. 
Differentiate Your Self within Your Resume and Cover Letter By…
· Clarifying your job, position and career objectives 

· Analyzing the functional components of the position you desire 

· Articulating your skills, achievements and qualifications, and 

· Providing proven layout, format and design techniques
Formatting Your Resume for Maximum Impact
The moment your resume is read by a potential employer, it should appeal to the reader from a visual level, while accurately portraying your strengths. In order to guarantee that your resume receives the initial attention it deserves, it is important to adhere to appropriate formatting standards regarding template and font choice, effective use of white space, and prioritization of data. 
Template and Font Choice

The maxim regarding templates and font choice is: “Make It Easy to Read”


An effective template will present company names, dates, job titles, academic information, and all other pertinent data in a clear manner so that a quick glance will tell the contact person what they need to know.  (See last page of guide for examples of effective templates for: Business Major, Communications Major, Education Major, Engineering Major, and Liberal Arts Major). 


Resumes written in bold text or italics are extremely difficult to read and present challenges when they are uploaded to a resume database.  Two good font styles are Times New Roman and Arial in 12 points — no smaller, or the text will be difficult to read.
Effective Use of White Space

In today’s fast-paced world, you must get your point across quickly, with a minimum of words presented as bulleted sentences within special sections (i.e. Career Skills and Abilities, Education, Work History), separated by well-placed white space.  White space should be thought of as providing organizing boundaries for your information.  
Prioritization of Data
Your resume should begin with a paragraph of information highlighting your background and experience by describing your knowledge, skills and abilities. No potential employer will read every single resume. Nor will they invest a lot of time and energy searching for important candidate information. In today’s tight job market it’s up to the candidate to prioritize data so that a potential employer knows at a glance what the job seeker has to offer the company.
Crafting an Effective Cover Letter
Never send a resume without a cover letter as it is a powerful method to further differentiate yourself from competitors.  A recent study by Society for Human Resource Management (SHRM) professionals indicates that 4 out of 10 resumes do not include a cover letter.  Without a cover letter that sells your qualifications, your resume is just a piece of paper among a pile of similar ones. The SHRM study identified the following factors about recipients of resumes and cover letters:
· Cover letters are typically read in less than one minute,

· Typos can kill candidates' chances,

· Personalized cover letters are favored and 

· e-mail submissions are preferred.


The cover letter should be more than simply "Enclosed please find my resume." It is the first thing the potential employer sees, so it has to impress. Keep it to one page only. List pertinent skills and experience that specifically satisfy the qualifications listed in the ad. Be specific.  More information can be found within Rowan University’s  Cover Letter Writing information at the end of this guide. 
Principle Four: Communicate for Results

Prior to Your Interview…


It is extremely beneficial for you to learn as much as possible about the company prior to your interview. This information will assist you in understanding company initiatives, goals and challenges. This knowledge will also strengthen your ability to highlight how your background and experience will address company initiatives, goals and challenges. Your research about the company should include: 

· Navigation throughout the company's website (ie. review of press releases, quarterly and annual reports, products and services, etc) 

· Relative size of the firm in the industry 

· Potential growth for the industry 

· Percent of annual sales growth over the last few years 

· Main competitors 

· Organizational structure (product line, functions, etc) 

· Type of training provided (structured or unstructured) 

· Number of plants, stores, or sales outlets 

· Short-term profit projections 

· Recent items in the news 

· People you know in the firm 

· Location of the home office 

· Company history 

· Names of top management 

· Current problems, issues or challenges within company and industry 

Frequently Asked Interview Questions…  

Review the following list of frequently asked interview questions (FAIQ’s) and have an answer prepared as many of these questions are sure to be asked of you during your interview.  It is advisable for you to “role-play” with a trusted friend or colleague your response to these potential interview questions.  Remember, it is much more effective for you to “hear yourself” answer these questions during a simulated interview than to think about your answers without having experienced an “interview” and practiced your responses aloud.  

Communicating During the Interview:  Being Genuine and Responsive
· For what position are you applying? 
· Be specific and concise in providing an answer to this important first question because this is your opportunity to “make a good first impression” by demonstrating your positive attitude, energy level and communication skills (eye contact, clarity of message, and rapport).
· Tell me about yourself? 
· You can communicate self-confidence by providing a brief overview of how your background, experience and/or education have prepared you for the position.  Your cover letter and resume can serve as an important “interview roadmap” highlighting your background and experience.   
· What do you know about our company?

· Here is where your prior research about the company can pay off by showing that you are truly interested in the company and job opportunity.  If you haven’t researched the company already, review some of the important company research information you should know before the interview. 
· Why did you select us to interview with?
· See the above answer as this question also assumes that you have found something exemplary about the company and job opportunity. 
· What are your long-term career goals? 

· The key is to focus on your long term achievable goals and what you are doing to achieve them.  For example, “Within the next five years I would like to become the very best ________________(manager, accountant, engineer, etc) your company has on staff.  Here is what I’m presently doing to prepare myself (reference academic degree, credential, training and development, mentoring activity, position, etc)
· What qualifications do you have that will make you successful in this role?

· Here is another question where your cover letter and resume can serve as an important “interview roadmap” highlighting your background and experience. Identify at least one example of how your qualifications for the position prepare you for success in the role.   

· What have you learned in college that would be useful on the job?

· My education has provided a solid foundation for successful business interactions. Additionally, my experience as a club leader, athletic team member, and/or community volunteer has taught me the importance of effective communication among team members.  
· Are you a team player?

· Yes, I’m very much a team player.  I’ve had opportunities to demonstrate my commitment to team success in the classroom, on-the-job, and within student organizations and athletics. 

· What makes you better than the other people who are applying for the job?
· Be prepared with a response that will underscore how your commitment, ability, resourcefulness, work ethic, dedication, background and experience differentiate you, and set you apart, from the competition.   
· Why did you leave your job(s)? 

· Your answer needs to be tailored to your circumstances.  Some examples: A) This position seemed like an excellent match for my skills and experience and I’m not able to fully utilize them in my present job, B) I enjoyed my job at ____________.  The reason I decided to leave was to dedicate time to finding a position where I could make a greater contribution,  C) I was laid-off from my last position when our department was eliminated due to a corporate restructuring D) I recently received my degree and want to use my educational background in my next position, E) I’m interested in a job with more responsibility and I am prepared for a new challenge. 
· DO NOT CRITICIZE YOUR FORMER BOSS OR COMPANY as it is a warning flag that you could be a problem employee.  
· How would others you have worked with or for describe you?

· This question provides you with an opportunity to demonstrate advance planning by asking co-workers, professors and/or supervisors to describe you.  If they are willing to provide a positive reference, ask them for a letter of recommendation.   Then, in response to this question, highlight characteristics found within your letters, and say  ”Actually, I know that he/she would say this about me because they already have. May I show you his/her letter of recommendation?”
· Describe a difficult situation or problem you have faced and how you resolved it?

· Identify a “story” in advance about a challenging work situation.  The next question is about resolving an interpersonal difficulty.  This one is about your ability to resolve issues so discuss the skills and techniques you used to arrive at resolution.  Emphasize the successful results. Be generous in sharing credit if it was a team effort. 
· Describe a difficult person you worked with and how you interacted with them?

· I believe I get along with many different types of personalities.  However, I can think of one example that represented a challenge for me.  I had a disagreement with a fellow worker about _________(example of an issue).  I found out that when a conflict like this occurs, it is important to remain as neutral as possible about the person.  Instead, what I did was try to fully understand their perspective about the issue.  I had to concentrate on listening to their point of view in an attempt to find a mutually agreeable area of compromise.  (Focus on the steps you take to get the information, enhance communication and work collaboratively to resolve the issue.)
· Describe a strength?

· Don’t just focus on one but highlight two or three of your strengths: 1) organizational skills, 2) team building skills, 3) communication skills, 4) leadership skills.  Determine which of your strengths would best fit with the position you are applying.
· Describe a weakness?

· You should select a weakness that you are actively working on to overcome.  For example, In the past, I have found it challenging to prioritize important tasks.  However, I’m now taking steps to strengthen my ability by using a Personal Digital Assistant.   Here is what I’ve found…
· Would you work overtime? 

· I don’t have a problem working overtime to get the job done.  I understand that in today’s competitive marketplace there are often deadlines requiring a need for flexibility in regard to working hours. 
· Are you willing to relocate?

· If relocation were not an important issue, the interviewer would not be asking the question.  Therefore, the only acceptable answer is YES.  If you do not want to relocate then you should not accept the job if it is offered to you.  If you are not sure, then ask questions about relocation such as: when is it likely to occur, where would the relocation be, and would a possible relocation involve a promotion?
· Do you have any questions?
· As the interview comes to a close, one of the final questions you may be asked is "Do you have any questions of me?" Be prepared to ask a few questions. You aren't simply trying to get this job—you are also interviewing the potential employer to determine whether this company and the position are a good fit for you.
· Some examples of questions candidates can ask…
· How would you describe the responsibilities of the position? 

· What is the company's management style? 

· How many people work in this office/department? 

· How much travel is expected? 

· Would you like a list of references? 

· When do you anticipate filling the position? 
After The Interview….A Self-Critique

Interview Self-Rating Scale
	Directions: Use the following Interview Self-Rating Scale as a Pre- and Post-Interview assessment instrument to rate yourself both before and after your interview. On a scale of:

1: unacceptable, 2: needs improvement, 3: average, 4: above average and 
5: outstanding

Circle a number that most accurately reflects your rating on the following Ten Critical Dimensions:

1. appearance, 
2. preparation for interview, 
3. direction, 
4. conversational ability, 
5. sincerity, 
6. emotional maturity,
7. friendliness, 
8. alertness, 
9. personal characteristics, and 
10. qualifications.

After you have completed your post-interview assessment, compare your pre- and post-interview ratings to determine strengths and opportunities for improvement. 


	CHARACTERISTICS
	1: Unacceptable ..... 3: Average ..... 5: Outstanding


	Appearance
Grooming
Posture
Dress
Manners
Greetings
Eye Contact

Preparation for Interview
Promptness
Knowledge of Company
Familiar with Resume
Knowledge of Position
Knowledge of Industry

Direction
Well-Defined Goals
Realistic and Practical

Conversational Ability
Presentation of Ideas
Grammar and Vocabulary
Delivery and Animation
Questions Answered
Questions Asked

Sincerity
Genuine
Honest and Sincere
Openness

Emotional Maturity
Knowledge of Self

Poise and Confidence
Relating to Others

Friendliness
Approachable
Warm
Sociable

Alertness
Grasps Ideas
Interested
Establishes Rapport

Personal Characteristics
Leadership
Stability
Judgement
Loyalty
Motivation
Responsible


Qualifications
Academic Preparation
Direct Work Experience
Related Experience
Availability
Ability to Learn
Physical Condition/Health 
	1            2            3            4            5
1            2            3            4            5
1            2            3            4            5
1            2            3            4            5
1            2            3            4            5
1            2            3            4            5

1            2            3            4            5


1            2            3            4            5

1            2            3            4            5

1            2            3            4            5

1            2            3            4            5

1            2            3            4            5


1            2            3            4            5

1            2            3            4            5

1            2            3            4            5

1            2            3            4            5

1            2            3            4            5
1            2            3            4            5

1            2            3            4            5

1            2            3            4            5
1            2            3            4            5

1            2            3            4            5

1            2            3            4            5
1            2            3            4            5

1            2            3            4            5
1            2            3            4            5
1            2            3            4            5

1            2            3            4            5
1            2            3            4            5

1            2            3            4            5

1            2            3            4            5
1            2            3            4            5
1            2            3            4            5
1            2            3            4            5
1            2            3            4            5
1            2            3            4            5
1            2            3            4            5



1            2            3            4            5

1            2            3            4            5

1            2            3            4            5
1            2            3            4            5
1            2            3            4            5

1            2            3            4            5


Why Candidates are Rejected…

Review the following list of reasons why candidates are rejected or why they don’t continue to a second interview.  You may be unable to change several of these reasons.  However, YOU CAN do something about MOST of these areas.  Accept the responsibility to learn from your interview experiences and challenge yourself to adapt how you can modify your preparation or behavior to maximize your communication during future interviews. 
· Lack of adequate career planning-purposes and goals are ill defined 

· Lack of knowledge in field specialization-not well qualified 
· No real interest in the organization or the industry-merely shopping around 

· Not prepared for the interview-no prior research on company 

· Poor personal appearance 

· Little interest and enthusiasm-indifferent 

· Inability to express oneself clearly 

· Insufficient evidence of achievement or capacity to excite action in others
·  Little confidence and poise-fails to look interviewer in the eye 

· Overbearing-overaggressive 

· Makes excuses-evasive-hedges on unfavorable factors in record 

· Unwilling to start at the bottom-expects too much, too soon 

· Narrow location interest-unwilling to relocate 

· Interested only in best dollar offer 

· Asks no or poor questions 
Continuous Improvement…

We mentioned earlier that “The 30-Minute Resume Writing Guide” © is based on the principle of continuous improvement.  This approach relates to your experience as an interviewer because there is no such thing as a “perfect” interviewer, only those who believe in continuous improvement. 

So, if you didn’t get the results you anticipated from your interview experience keep in mind that you will have another opportunity in the near future.  Our advice for your continuous improvement is to review your role-play scenario and self-rating interview scale responses with a trusted friend or colleague.  Be prepared to receive constructive feedback from your trusted friend or colleague about your performance.  Remember, the idea of continuous improvement simply means that you can always learn to do something better, more effectively, and the key to enhancing performance and obtaining results is for you to be...

•open,

•ready to learn from your experiences,

•willing to change and

•able to adapt how you conduct yourself.

The Japanese describe it as “Kaizen” or Continuous Improvement

Making incremental improvements, doing “little things” better;

setting and achieving ever higher standards of performance.
	Your Personal Characteristics, Skills and Experience


	Seeking Position: Paralegal, Legal Assistant



	-Maintains high ethical and confidentiality standards

-Capable of dealing with sensitive and confidential information

-Ability to multi-task and work under pressure

-Familiarity with legal terminology

-Highly organized and detail-oriented


	Ability to multi-task…

Ability to multi-task, prioritize and willingness to learn other duties. 

Handling multiple tasks in a fast paced environment.

Perform wide range of administrative duties containing moderate-levels of responsibility and complexity.
Ability to prioritize multiple tasks, handle conflicting priorities, and utilize excellent communications skills.
Ability to prioritize tasks according to urgency.

Mature work ethic, ability to multi task and handle fast paced environment.

	-Strong work ethic

-Fast learner

-Motivated

-High Achiever

-Excellent customer service orientation
	Professional and detail-oriented…

Prepare legal documents, including briefs, pleadings, appeals, wills, contracts, and real estate closing statements.

This individual must be extremely detailed oriented and have excellent documentation skills.

Professional, well-groomed individual with excellent communication and organizational skills.

Direct and coordinate law office activity, including delivery of subpoenas.

Structure and content of the English language including the meaning and spelling of words, rules of composition, and grammer.



	-Case briefing experience

-Ability to engage in and complete time-consuming research and projects 

-Ability to use proper citations (blue-booking)

-Multi-Lingual Communication Skills (English, Polish, Russian)
	Skills and Responsibilities…

Responsibilities include but are not limited to: 
Conducts research and fact-finding to assist in case preparation.

Gather and analyze research data, such as statutes, decisions, and legal articles, codes, and documents.

Prepare affidavits or other documents, maintain document file, court calendars and file pleadings with court clerk.

Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems.

	-Able to build good rapport with people

-Effective interpersonal skills

-Capable of contributing to teams and teamwork


	Ability to work as a Team Member…

Ability to work as a team member, possessing interpersonal and organizational skills.

Ability to work closely with multiple management styles.
Must be able to work with minimal supervision, be able to handle and meet deadlines and be flexible on duties as needs change.

	-Proficient in MS Office Suite, including Word, Outlook, PowerPoint, and Excel.

-Experience using Westlaw and Lexis Nexis Database Services

-Ability to type 55+ words per minute
	Computer Savvy…

High-visibility position. Must be proficient in MS Office Suite. Energetic, experienced, mature, computer savvy communicator (both written and oral) to communicate effectively.
Excellent Computer Skills - Microsoft Word and Excel, Outlook Email 
Writing ability -e-mail(spelling, grammar, vocabulary).

MUST know Microsoft Word and Excel.

Typing 55+ words per minute


JOB ANNOUNCEMENTS: (This info was extracted from multiple ads and position descriptions)

Temporary Paralegal: Job Description

Our client, a top Wilmington law firm is seeking temporary paralegals with document review experience for a long-term project. Paralegals on this project will have an opportunity to work on a complex commercial litigation assisting with the review, coding and redacting of documents in preparation for discovery. Additional responsibilities may include creating witness binders, preparing for depositions and maintaining files. Prior experience with large document-intensive cases is a big plus. 
This is an exciting opportunity to work with one of the nation’s top law firms! 

Qualified Candidates Must Have: 
Professional demeanor & strong work ethic 
Immediate availability for AT LEAST 3-6months 
Live in or commutable distance to Wilmington, DE 
Prior relevant law firm experience 

Job Description:  An established law firm Orlando is looking for a highly skilled, focused, and professional paralegal. Experience with community associations is mandatory. Strong computer skills are important as well as attention to detail and several years of legal experience is required. 
Resume Writing Resources and Website Links…

http://www.centerforexcellence.net/resumeservices.html   

“The 30-Minute Resume Writing Guide” you have just completed has been authored by College Student Resume Services, a division of The Center for Organizational and Personal Excellence.  Our website contains additional information about our services which are designed to assist you in crafting a well-written and designed resume.  Your resume can be a powerful marketing resource for ensuring that you are not excluded from consideration for jobs. Your resume should peak the interest of potential employers, creating a desire for them to want to learn more about you. If you have the necessary job qualifications, a winning resume should get you an interview.

http://www.bc.edu/offices/careers/skills/resumes.html
The Boston College website contains a variety of resume resources such as: What is a resume?, Sample Resumes, Resume Action Verbs, Email and Scannable Formats, Converting a Resume for email, The Role of Keywords, Resume Databases, Career Portofios and Curriculum Vitae.  

http://www.rowan.edu/studentaffairs/cap/jobsearch/documents/ResumeBook8-07.pdf
Rowan University Resume Writing Guide

http://www.rowan.edu/studentaffairs/cap/jobsearch/documents/ResumeSampleBusiness.pdf
Sample Rowan University Business Major Resume
http://www.rowan.edu/studentaffairs/cap/jobsearch/documents/ResumeSampleCommun.pdf
Sample Rowan University Communication Major Resume

http://www.rowan.edu/studentaffairs/cap/jobsearch/documents/ResumeSampleEducation.pdf
Sample Rowan University Education Major Resume

http://www.rowan.edu/studentaffairs/cap/jobsearch/documents/ResumeSampleEngineering.pdf
Sample Rowan University Engineering Major Resume

http://www.rowan.edu/studentaffairs/cap/jobsearch/documents/ResumeSampleLawJustCompSc.pdf
Sample Rowan University Liberal Arts Major Resume

http://www.rowan.edu/studentaffairs/cap/jobsearch/documents/CoverLetterWriting.pdf
Sample Rowan University Cover Letter Writing Guide
Keep in mind that you do not need to be a student or member of a College Alumni Association to use these resume and cover letter writing resources.
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