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CREATING A RESUME
It is important to remember that the resume is designed to be a marketing
tool for yourself. The purpose of the resume is to show the employer that you
have the ability or potential to meet their needs such that they need to
interview you. The format you select should present your qualifications in the
best light possible to accomplish this goal.
Personal Data
Include name, physical address, phone number, and e-mail address.
Education
Regardless of where this category is on your resume, the section should
begin with your most recent education.
Provide name and location of college or university; degree received,
major & minor; month & year of graduation, and overall GPR.
Include schools from which you received a degree.
Include honors received, Dean’s List, class rank, awards, and
scholarships if you are a recent graduate.
Experience
List full-time, part-time, internships, or co-op jobs.
Include company or organization name, city and state of location, your
job title, and dates (month, year) of employment.
Begin with the most relevant experience first, then list the remaining
experiences in reverse chronological order.
Include those duties that reflect transferable skills, including
communication, teamwork, training, recruiting, problem solving, conflict
resolution, project management and others.
Be specific when listing responsibilities and duties. Avoid broad
generalizations.
Leadership
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List your professional affiliations, associations/organizations, campus
activities, and dates of involvement.
Include any offices you held or committees you chaired.
Describe your accomplishments and duties within these organizations.
Skills & Languages
Include any technical skills such as computer software applications,
hardware, laboratory skills and/or languages.
Other Categories
Publications and presentations, relevant projects completed, special
training, professional licenses or certifications.

DRESS FOR SUCCESS
Business Attire for Women
Pants or skirted suit with skirt length at or just above the knees. Single or
double-breasted jacket.
Navy, black, or charcoal gray are preferred suit colors.
White, off white or light blue cotton or silk blouse with conservative
neckline and buttons.
Low to medium leather heel with closed toe.
Neutral hosiery.
Matching scarf is acceptable, but should be understated.
Moderate amount of jewelry or accessories.
Professional briefcase or portfolio if needed.
Minimal makeup and perfume.
Trimmed fingernails with conservative color, if any.
Neat hair style with hair away from face.
Remove visible body piercings, except for one conservative earring in
each ear. Cover tattoos.
Your cell phone should be turned off before you enter their facility.
Business Attire for Men
Single-breasted navy, black, or charcoal gray two-piece suit. A subtle
stripe or tone-on-tone pattern is acceptable.
White, long-sleeved oxford cloth shirt.
Conservative silk tie that matches well with the suit.
Dark socks that, when you are seated, will remain above the pants cuff.
Belt or shoes of matching color, typically black or cordovan.
Shoes should be polished, with well maintained heels and soles
Professional briefcase or portfolio if needed.
Minimal cologne.
Neat hair style.
No more than 1 ring on each hand.
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Professional watch, without an alarm.
Do not wear theme clothing, such as a cartoon tie.
Trimmed and clean fingernails.
Remove visible body piercings, including earrings, and cover tattoos.
Your cell phone should be turned off before you enter their facility.

UPCOMING EVENTS & ANNOUNCEMENTS
FOR FULL SCHEDULE OF EVENTS, PLEASE VISIT THE HATC FOUNDATION'S EVENTS CALENDAR

ANNOUNCEMENTS
Next Issue: More about Interviewing for a Job,
Networking, Writing Resumes, and Dress for Success
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