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What is a Resume? 

A resume is a one to two page document that demonstrates your value as a potential employee or as a candidate for 
graduate or professional school. It should accurately communicate your qualifications, education, experiences, and 
accomplishments. The purpose of a resume is not to get a job; it is to get an interview. Often it is an organization’s 
first introduction to you, so your resume should demonstrate that you have the basic qualifications they need and 
also persuade them to contact you for an interview.  
 

Before writing your resume, have a clear understanding of what employers or organizations are looking for and 
what you have to offer.  Research yourself, your career options, and organizations of interest. Ask yourself the 
following questions: What would make someone the perfect candidate? What would set a truly exceptional 
candidate apart from merely a good one? What does the employer or organization really want? 
 

The Visual Presentation  

The first time employers look at a resume, they average 2.75 seconds* to review the document, so make sure yours 
is easy to read (Evans, 2012). Resumes are also an opportunity for an employer to assess effective written 
communication skills.  Here are a few guidelines to keeping your resume clear and easy to read: 

 Font Style:  Times New Roman, Arial, Georgia, Bookman, Courier, Garamond, or Tahoma   
 Font Size:  10-12 (11-12 preferred); your name can be size 14-18  
 Page Format: Left justify text and .5 inch margins 
 Length: one page for most college students, but two permitted if enough relevant experience 

 

Contents of a Resume  
Always begin with your name and contact information, followed by sections for your key education and experience. 
You can use organization and wording to highlight your applicable skills and experiences. Think about what 
employers are looking for and use formatting to your advantage. Common section categories include: 

 Objective (optional): A one line introduction about the type of work you are seeking. This section is usually 
used when distributing resumes at a career fair or changing industries, but not when applying to a specific 
position. 

 Qualifications (optional): A list of five or six key attributes to highlight your most relevant skills, 
experiences, and accomplishments. This section is usually only used by more experienced applicants. 

 Education: List only the school(s) and the degree(s) you have earned and/or are in the process of earning. 

 Experience: Can include full-time employment, on-campus positions, summer employment, internships, 
volunteer experience, service, or campus leadership. Include your title, the organization, the city and state, 
and the dates you worked there, starting with the most recent and working backwards. Then provide details 
about your responsibilities in bullet point format with each bullet starting with a strong verb. 

 Activities/Leadership/Service: Use the category most relevant to your experience and title appropriately. 
These can be organized in a list or formatted like a job with bullet points describing your duties.  

 Achievements/Awards/Honors: Use the category most relevant to your experience and title 
appropriately. These are most often organized in a list format. 

 Skills: Most often these are language and/or technology skills. Transferable skills such as “public speaking,” 
“detail oriented,” etc. should not be included here but rather in a cover letter. 

 References (do not include): Your references or the phrase “References Available Upon Request” should 
not be on your resume. Instead, create a separate “References” page (see page 20 for an example). 

 

You on Paper & Final Touches 
Although there are some things you should avoid, there is no one right way to do a resume. It should reflect your 
experience and personality. Once you put your resume together, have several people review it not only for grammar, 
formatting, and spelling errors, but also to ensure it makes sense to a potential employer. We hope this guide is 
helpful. Please come see us if you have questions!  

 

*Evans, W. (2012). Eye Tracking Online Metacognition: Cognitive Complexity and Recruiter Decision Making. The Ladders. 
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Descriptive Verb List 

Used the verb “help” 12 times? Here are some great verbs to consider instead. Remember to use a variety of verbs 
to demonstrate a diversity of skills. The more specific your word choice, the better an employer’s understanding of 
what you have to offer. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Manage  
Administer 
Advise 
Assign 
Attain 
Authorize 
Balance 
Budget 
Chair 
Compile 
Consolidate 
Contract 
Control 
Coordinate 
Delegate 
Demonstrate 
Develop 
Direct 
Distribute 
Evaluate 
Execute 
Expedite 
Hire 
Institute 
Organize 
Oversee 
Prioritize 
Produce 
Propose 
Purchase 
Recommend 
Review 
Schedule 
Streamline 
Strengthen 
Supervise 
Train 
Update 
 

 

 

Communicate 
Address 
Arbitrate 
Arrange 
Author 
Collaborate 
Convince 
Correspond 
Create 
Define 
Develop 
Direct 
Draft 
Edit 
Enlist 
Formulate 
Help 
Influence 
Interpret 
Lead 
Lecture 
Mediate 
Moderate 
Motivate 
Negotiate 
Obtain 
Persuade 
Promote 
Publicize 
Read 
Reconcile 
Recruit 
Sell 
Speak 
Translate 
Write 
 

Accomplish 
Achieve 
Complete 
Establish 
Expand 
Improve 
Increase 
Pioneer 
Reconcile 
Reduce (losses) 
Resolve 
(problems) 
Restore 
Spearhead 
Transform 
 

Research 
Calculate 
Clarify 
Collect 
Compose 
Critique 
Decide 
Design  
Devise 
Diagnose 
Discover 
Evaluate 
Examine 
Extract 
Extrapolate 
Forecast 
Gather 
Hypothesize 
Identify 
Inspect 
Interpret 
Interview 
Investigate 
Organize 
Perceive 
Plan 
Review 
Solve 
Summarize 
Survey 
Synthesize 
Systematize 
Write 
 

Create 
Act 
Conceptualize 
Create 
Customize 
Design 
Develop 
Direct 
Fashion 
Illustrate 
Initiate 
Integrate 
Introduce 
Invent 
Market 
Perform 
Revitalize 
Shape 
 

Analyze  
Administer 
Allocate 
Appraise 
Audit 
Balance 
Budget 
Calculate 
Compute 
Design 
Develop 
Discover 
Forecast 
Hypothesize 
Identify 
Interpret 
Investigate 
Manage 
Plan 
Project 
Recommend 
Report 
Research 
Scan 
Solve 
Study 
Suggest 
Summarize  
Test 
Translate 
Verify 
 

Coordinate 
Control 
Decide 
Deliberate 
Develop 
Direct 
Execute 
Formulate 
Implement 
Manage 
Orchestrate 
Organize 
Plan 
Regulate 
Schedule 
 
 

Organize 
Approve 
Arrange 
Catalog 
Classify 
Collect 
Compile 
Count 
Dispatch 
Duplicate 
Edit 
Execute 
Generate 
Implement 
List 
Measure 
Monitor 
Operate 
Prepare 
Process 
Purchase 
Record 
Retrieve 
Screen 
Specify 
Tabulate 
Transcribe 
Transpose 
Validate 
 

Manufacture 
Assemble 
Build  
Calculate 
Compute 
Control 
Design 
Devise 
Engineer 
Fabricate 
Handle 
Maintain 
Operate 
Overhaul 
Plot 
Program 
Remodel 
Repair 
Ship  
Solve 
Troubleshoot 
Upgrade 
 

Help & Teach 
Adapt 
Administer 
Advise 
Advocate 
Assess 
Assist 
Attend 
Care 
Coach 
Communicate 
Consult 
Coordinate 
Counsel 
Delegate 
Demonstrate 
Develop 
Diagnose 
Direct 
Educate 
Enable 
Encourage 
Enlist 
Evaluate 
Explain 
Facilitate 
Guide 
Inform 
Initiate 
Instruct 
Lead 
Lecture 
Listen 
Mentor 
Motivate 
Perceive 
Persuade 
Present 
Recruit 
Refer 
Rehabilitate 
Reinforce 
Relate 
Represent 
Select 
Speak 
Support 
Train 
Tutor 
Understand 
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Resume Checklist 
Name & Contact Information 

 Name – large, readable format (14-18 size font) 
 Address – street, city, state, and zip 
 Phone – cell or home, include only one 
 Email – Creighton email preferred, personal email okay as long as it is a professional name, include only one 

 

Education - Current or most recent first, then reverse chronological order 

 Full degree title. E.g. Bachelor of Science, Bachelor of Arts, Bachelor of Science in Business Administration  
 Major, minor, and/or emphasis  
 Only include degrees completed or in progress 
 Name of school 
 City and state of school 
 Cumulative GPA if 3.0 or above 
 Graduation date in month year format. E.g. May 2018 

 

Experience - Current or most recent first, then reverse chronological order 
 Official title or best suited title (E.g. “Student Assistant” instead of “Work Study”) 
 Name of organization or company 
 City and state of organization or company  
 Start and end dates in month and year format (to “Present” if still in position) 
 Bullet point format starting each bullet point with an action verb 
 Correct and consistent verb tense (present for current, past for previous, no “ing” form of the verb – e.g. 

working) 
 Do not include “I,” “we,” “responsible for,” or “duties include” 

 

Extracurricular Experience/Activities 

 Full title of organization, no acronyms if possible. E.g. Creighton Students Union (not CSU) 
 Role or title if more than a general member 
 Dates of involvement in month and year format 

 

Other Optional Categories 
 Service 
 Languages: indicate level of proficiency. E.g. Spanish – fluent, French – conversational 
 Computer skills: put into subcategories if relevant 
 Certifications. E.g. First Aid, CPR & AED 
 Professional organizations: spell out full titles. E.g. American Marketing Association (not AMA) 
 Publications/Presentations/Conferences: use discipline-specific formatting when listing them 
 Research Experience or Projects: either list by title or format like a job, include faculty member you are 

working under, use discipline-specific formatting 
 Honors or Awards 

 

Overall 
 Font size 11-12, style appropriate and readable 
 Margins reasonable (ideally .5 inch all around) 
 Consistent style, format, and spacing throughout 

 

Does NOT Include 

 Personal info: marital status, picture, social security number, etc. 
 References or “References Available Upon Request”  
 Addresses, phone numbers, or names of supervisors or former employers 
 High school information of any kind, unless extremely relevant or currently in your first year of college 
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Writing Bullet Points 
Bullet points are utilized to provide descriptions of your responsibilities, accomplishments, and skills for each 
experience within the Experience section.  This bullet point format is sometimes also used for other sections such 
as Activities, Leadership, and Service.  
 

Bullet Point Formatting 

 Use a consistent, simple bullet point style; bullet point symbols should be the same size throughout the 
resume    

 Do not place periods at the end of your bullets 

 Each experience does not necessarily need the same number of bullet points 
 

Writing Descriptions for Bullet Points 

 Descriptions should include specific details while also being concise—paint a picture of your experience 

 In addition to explaining what you did, also highlight the outcomes of your actions 

 When considering what specific details to include, think about the Who, What, When, Where, Why, and How  

 Include numbers and/or percentages in your descriptions to quantify your work and provide helpful details 

 Start each bullet point with an action verb; verbs demonstrate skills (see p. 5 for a list of action verbs) 

 Be sure to use correct and consistent verb tense (current experiences should be in present tense, past 
experiences should be in past tense, no “ing” form of the verb) 

 Do not include “I”, “we”, “responsible for”, or “duties include” 
 

Bullet Point Structure 

 Using the following bullet point structure can help you create strong, detailed bullet points: 
 

 

Verb + Responsibility + Outcome 
 
 

Sample Bullet Points 

Basic Bullet Point:  
 Assist children with homework                                                 

  
Descriptive Bullet Point:                                                                               Uses numbers to provide detail 
          Verb + Responsibility 

 Tutor 3 children, ranging in age from 5 to 8 years old, in math to ensure proper comprehension and completion of 
homework assignments                                                                                     Outcome 

                   Outcome 
 

Basic Bullet Point:  
 Enter customer data into computer   

                                                                                                                          Identifies specific tool used                                                  
Descriptive Bullet Point:  

 Update client contact information utilizing ABC Database to maintain accurate records 
                  Verb + Responsibility                                                                                 Outcome 
 

Basic Bullet Point:  
 Marketed the new fall season sportswear products     

 

Descriptive Bullet Point:                                                                                Uses percentage to provide detail                                             
                                         Verb + Responsibility 

 Managed Facebook and Twitter social media campaign for the sportswear clothing line, resulting in a 20% increase in 
online sales from the previous year                                                                                                          Outcome 
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Freshman/Sophomore Example 

Bullet Point Format: 
Describe what you did in each of your positions by using a bullet point 
for each of your job duties and accomplishments. Start with a strong 
verb and then provide more detail about what you did. By starting with a 
verb, you are telling an employer what you can do and what skills you 
have. For example, instead of describing your work as “customer 
service,” say “communicated with customers,” “managed cash and 
credit card payments,” and “suggested merchandise based on customer 
history.” See page 7 for bullet point writing tips.  

Experience: 
By titling this section 
“Experience” you can include 
more than just paid work 
experience. Any experience in 
which you gained or used 
relevant skills can be used in 
this category. Some examples 
include volunteer work, an 
internship, part time job, and 
extracurricular activities. 

High School 
Information: 
As a freshman, and in 
some cases as a 
sophomore, it is okay 
to include high school 
information until you 
gain more experience 
in college. After 
sophomore year, only 
include high school 
information if it is 
exceptionally relevant 
to the position you 
are applying to. 

Objective: 
Begin your resume 
with an “Objective” 
when you are 
distributing it at a 
career fair or 
changing industries, 
but not when 
applying to a specific 
position. If you are 
applying to a specific 
position, start with 
your education.  An 
Objective may also 
be used if it is 
needed to fill space. 
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Sophomore/Junior Internship Example 

Make it Relevant: 
Phrase your 
experiences in a way 
that relates to the job 
you are applying for. 
Instead of saying 
“handled up to $350 
per shift,” this 
candidate used words 
like “generated,” 
“revenue,” and 
“accurate cash 
reconciliation sheet.” 
Help the employer 
see your value by 
translating your 
experience into their 
language. 

Think Outside of Creighton: 
Employers may not be familiar with 
many of the organizations and 
experiences on campus so if the name 
itself does not clearly identify what a 
program is, provide a little more detail. 

Use Numbers: 
When possible, 
utilize numbers to 
quantify your work. 
It draws the 
employer’s eye to the 
information and 
provides them a 
clearer picture of 
what you can do. 
Numbers are 
particularly impactful 
when they 
demonstrate your 
accomplishment; for 
example, how much 
money you raised or 
an increase in 
percentage used.  

What experiences/activities should I include? 
Format your resume so that the most relevant information is 
at the top, and if you have the space, include your less 
relevant information further down the page. Employers like 
to see active, involved candidates. It demonstrates not only 
that you have a wide set of skills and interests, but also that 
you are engaged in your community and have good time 
management skills. Sometimes you might share a common 
interest or experience with an employer which will help you 
stand out in their mind. 
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Senior Job Search Example  
(Arts & Sciences) 

Experience vs. 
Additional 
Experience: 
Use formatting to 
your advantage and 
separate your 
experience into two 
or more categories if 
necessary. Place your 
related or relevant 
experience in the top 
section with the 
second section 
including less related 
experiences and 
“money making” 
jobs. You can also 
title them to help the 
employer quickly 
understand the 
sections, for example 
“Healthcare 
Experience” or 
“Marketing 
Experience”.  

Including GPA: 
Although most 
employers do not 
request transcripts or 
GPA, it is helpful to 
include if it is above 
3.0. This demonstrates 
knowledge in a specific 
area in addition to time 
management, follow-
through, and 
dedication. 

Don’t forget the cover letter! 
While a resume is a good overview of all 
your experiences, a cover letter is your 
chance to highlight your most relevant 
experiences and provide more details. Many 
new graduates’ experiences are not all 
directly related the positions to which they 
are applying to, so being able to focus in 
and highlight transferable skills is incredibly 
important. See pages 18-19 for more 
information about what to include and how 
to write a cover letter.  

Scholarships: 
These should only be included 
when they are prestigious. These 
can include academic, service, or 
leadership-related scholarships. For 
academic scholarships, a good 
guideline to follow is to include 
only named scholarships.  

Study Abroad: 
List study abroad 
experience under your 
Education section by 
listing the international 
institution or program 
you attended and the 
semester/term you 
were there. 
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Senior Job Search Example  
(Heider College of Business) 

Addresses: 
Employers often give 
preference to local 
candidates. If you 
plan on relocating or 
are searching in your 
home state, either 
include both your 
college and 
permanent address or 
save two versions of 
your resume, one for 
each geographic 
location.  

Easy to Skim 
Formatting: 
Emphasize your role 
either by placing your 
title before the 
organization or using 
bold, underline, or 
italics so that an 
employer can quickly 
scan and know what 
positions you have 
held.  

Date Formatting: 
List the dates you worked somewhere as 
“Month Year – Month Year.” If you are still 
in a job, write the date as “Month Year – 
Present.” If you worked seasonally, list as 
“Season Year – Year” instead of listing out 
all the months. 

Make it Relevant: 
Transferable skills are abilities that you have 
developed that you can use in multiple types of 
situations. Help employers see the skills you have 
gained in seemingly unrelated positions by choosing 
strong verbs to start your bullets. Avoid using the 
same verb more than once or twice if possible. See 
page 5 for a list of strong, descriptive verbs. 
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Nursing/Health Professions Example 

Certifications: 
Include any specialized certifications. This 
section could also include licensures. If you 
only have one certification and/or licensure, 
consider adding into an “Education and 
Certifications” section or “Skills and 
Licensures”.  
 

Medical 
Terminology: 
Clinical experience 
often varies greatly, 
so provide the 
employer with a 
clear understanding 
of what you know 
by using specific 
medical terminology 
for the instruments, 
tests, or procedures 
you witnessed, 
performed, or 
assisted with. 

Additional Health Professions: 
This is a good overall format to follow for healthcare 
professions, but there are variations between specific 
fields within healthcare. Ask mentors, instructors, or 
supervisors in your field to review your resume and 
provide feedback in addition to reviewing professional 
organizations’ resources. Also, check out the Career 
Center resources online to see resume examples for 
Physical Therapy, Occupational Therapy, and Pharmacy.  

Clinical 
Experience 
Categories: 
Split clinical or 
hands-on medical 
experience into 
sections to help 
employers see the 
depth and breadth 
of your experiences. 
Categories can 
include: 
● Preceptorship 

● Employment 

● Clinical 

Rotations 

● Shadowing 

● Volunteer  

● Service 
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Experienced Example 

Profile: 
This is best used 
for experienced 
candidates or 
candidates 
changing career 
paths. Highlight 
key industry-
specific words 
that will help the 
employer see what 
you have to offer. 

Multiple Roles: 
If you’ve had more than one role at an 
organization, list the organization first then 
separate your experiences into two sections 
listing your responsibilities for each under 
their respective titles. Start with the most 
recent first and work backwards. 

Experience before Education: 
Once you have 3-5 years of experience or 3 or 
more full-time jobs, move your experience to the 
top of your resume and move your education 
below your experience.  

Special Projects: 
Be sure to include 
more than simply 
the basic 
responsibilities of 
your job. If you 
took on extra 
projects, started 
initiatives, or 
improved 
programs, include 
as separate bullet 
points.  
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Pre-Medical/Science Field Example (Page 1) 

Healthcare or 
Clinical Experience: 
Split healthcare 
experience into 
subcategories 
including: 
● Shadowing 

● Volunteer 

● Work Experience 

● Service 
Provide details about 
what types of medical 
professionals, field of 
medicine, or area of 
the hospital your 
experiences are in. 

Research, 
Publications, and 
Presentations: 
Follow your 
healthcare experience 
with research, 
publications, or 
presentations if you 
have them. List in 
reverse chronological 
order, with the most 
recent first and work 
backwards. Cite 
using the accepted 
formatting style for 
your discipline (E.g. 
APA, MLA, Chicago, 
etc.).  
 

Why do pre-med students need resumes? 
Although the AMCAS application for medical school admission does not require a resume, a 
resume is important for pre-medical students to have for several reasons. Often shadowing, 
volunteering, part-time, or full-time opportunities will ask to see a resume. Many scholarships ask 
to submit a resume in addition to other documents. Coordinators for research or leadership 
programs in medical school will sometimes request a resume. Finally, if you opt to take a gap year 
or participate in a special program, a resume is usually a required document. 
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Pre-Medical/Science Field Example (Page 2) 

Multiple Pages: 
If you have more than 
one page, include 
your name and page 
number on each 
additional page.  
When using a paper 
copy, print one side 
only instead of front 
and back.  

Think Outside of 
Creighton: 
Employers may not 
be familiar with many 
of the organizations 
and experiences on 
campus, so if the 
name itself does not 
clearly identify what a 
program is, provide a 
little more detail. 
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Graduate CV Example (Page 1) 

What is a Curriculum Vitae? 
CVs are most often used in academia and hard science professions. They are 
essentially a longer, more in-depth form of a resume. They can range in 
length from 1 to 50 pages, depending on your experience.  Key sections are 
Education, Research, Publications, Presentations, Teaching Experience, and 
Professional Organizations but depending on field, can also include 
additional categories such as: 

● Clinical Experience  ●   University Service   

● Honors & Awards  ●   Professional Experience 

● Grants & Fellowships   ●   Committee Experience  

● Professional Service  ●   Languages    

Publications: 
List in reverse 
chronological order, 
with the most recent 
first and work 
backwards. Cite 
using the accepted 
formatting style for 
your discipline (E.g. 
APA, MLA, 
Chicago, etc.). Bold 
your name to help 
the reader identify 
where you are listed 
in the order of 
authors.  

Education: 
Start with the full 
title of the degree 
you are earning and 
then list all the 
degrees you have 
already earned in 
reverse 
chronological order. 
Include (ABD) if 
you have completed 
“all but 
dissertation.”  

Research: 
Include technical 
details of what your 
research includes in 
addition to your 
advisor or the 
researcher you are 
working with.   
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Graduate CV Example (Page 2) 

Multiple Pages: 
If you have more 
than one page, 
include your name 
and page number 
on each additional 
page.  When using 
a paper copy, print 
one side only 
instead of front 
and back.  
 

CVs are very discipline specific! 
This is a good overall format to follow for academic 
and science professions, but there are variations 
between specific fields and disciplines. Ask mentors, 
instructors, or supervisors in your field to review 
your CV and provide feedback in addition to 
reviewing professional organizations’ resources.  
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Cover Letters 

Employers will often ask for a cover letter, and even if they do not, it is almost always expected to include one. The 
purpose of a cover letter is to provide more detail about what you have to offer the organization. It is not simply a 
reiteration of your resume, instead, an opportunity to emphasize your most relevant experiences and provide more 
in-depth information.  
 

Content 
The key to a good cover letter is keeping your content focused on what the organization needs. A great way to 
ensure that your letter is position-focused is to utilize the job description. Print out the job description and for each 
job requirement and responsibility, write down a time you did something similar. When writing, consider these 
questions: When have you done something similar to what they list in the job responsibilities? What are the ways 
that you meet their qualifications? Are there key words or phrases they use that you can incorporate into your letter? 
The more specifically you connect your experience to the position and company, the better. Remember, this is not a 
formal essay, but rather, a formal letter written in a professional tone. 
 

Formatting 
Cover letter formatting is specific. Be sure to use the same heading (name, contact information) that you use on 
your resume and references page. The body of a cover letter is organized into three paragraphs. See the details 
below about what to include in each paragraph. Also, review the example on the next page.  
 
 

Cover Letter Structure 
 
Date 
 
Recipient’s Name (if known), Title 
Company Name 
Address 
City, State Zip 
 
Dear Ms._________ or Mr. ____________: (or Hiring Manager) 
 
Paragraph 1:  Introduce who you are, what position you are applying for, and how you heard about 
the job, and provide a brief preview of why you are a good candidate. 
 
Paragraph 2:  This is the place to emphasize why you are interested in the position and what you 
have to offer them. Focus on your experiences in previous jobs, volunteer opportunities, or 
extracurricular experiences. If applicable, talk about how your academic background makes you 
qualified for the position. Give two or three examples of your accomplishments or abilities to make 
your case stronger. If possible, quantify by giving specific numbers or percentages. Be specific and 
brief, focusing on the match between what the employer is looking for and what you have to offer. 
 
Paragraph 3: Reiterate your interest in the position/company and the key points about why you are 
a good candidate. Thank the employer for their consideration and identify how you can be 
contacted.  
 
Sincerely, 
 
Your Name 
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Cover Letter Example 
 
 
 
 
 
 
 
 
 
 
 
 

Marcus Jordan 
 

3245 Shirley   •   Omaha, Nebraska 68106   •   marcusjordan@creighton.edu   •   402-111-1111 
 
September 10, 2016 

 

Ms. Jennifer Tyler, Director of Events and Outreach 

Ronald McDonald House Charities of Omaha 

620 S. 38
th
 Avenue 

Omaha, Nebraska  68105 

 

Dear Ms. Tyler: 

 

I am writing to express my interest in the Media Intern position with Ronald McDonald House Charities in Omaha posted 

on Jobs4Jays. I am a junior at Creighton University pursuing a Bachelor of Science in Business Administration with a 

major in Marketing and am looking forward to continuing to work in marketing for a non-profit organization. My 

previous experience working at a non-profit, in addition to my coordination skills and creativity, make me a great fit for 

this position. 

 

For the past year, I have worked as a Communications & Event Management Intern with the Down Syndrome Alliance of 

the Midlands, managing the marketing of the program. I strengthened my creative skills by creating a successful 

marketing campaign, which included print, web, and social media. In particular, the social media portion of the campaign 

resulted in a 57% increase in web traffic to the organization’s Facebook and Twitter accounts. I also managed databases 
of donors, volunteers, and media. In this role, I developed program coordination and budget management skills, in 

addition to learning about the unique advantages and challenges of working for a non-profit organization. My 

extracurricular activities have also provided me with opportunities to utilize my creativity and planning skills. As Vice 

President of Service for Student Activities at Creighton University, I collaborate with a team of five board members to 

provide events that support our community. Over the past year, I have planned the marketing and execution of five events 

including working with community partners and supervising a committee of ten students.  

 

I have a passion for working in the health field and would be excited to contribute to the fundraising effort for Ronald 

McDonald House Charities in Omaha, an organization which raises over 80% of its budget from donors. As a member of 

the Ronald McDonald House team, I would contribute my hands-on experience in the non-profit field and my skills in 

marketing and program coordination to help better people’s lives. Thank you for your time and consideration. I can be 
reached by email at marcusjordan@creighton.edu or phone at 402.111.1111.  I look forward to hearing from you. 

 

Sincerely, 

 
Marcus Jordan 

 

Job Description: 
Assist Director of Events & Outreach with marketing and promotion of events and programs; website 
development and social media; and creation of print materials for volunteer programs at nonprofit.  

 Improve social media presence to promote events, programs, news, donations, volunteers, etc. 

 Create and maintain media database 

 Promote fundraising events on Omaha area community calendars 

 Write and design electronic newsletter, press releases, and distribute local media calendars 

 Develop marketing materials related to special events; save the dates, fliers, invitations 

 Identify and pitch feature stories to local media 
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Sally Brown 
Permanent Address:           (402) 000-0000               Campus Address: 

505 Main Street      sbrown@creighton.edu               Creighton University 

Red Oak, Iowa 51501                     Omaha, Nebraska 68178 

                                                 

           

           

References: 

 

Mr. Rick Smith 
 Coordinator of Student Employment Services 

Creighton University 

2500 California Plaza 

Omaha, Nebraska 68178 

(402) 280-7024 

rsmith@creighton.edu 

Relationship: Supervisor – campus job 

 

Dr. Lynn Jones 
Professor of Management 

Creighton University, Heider College of Business 

2500 California Plaza 

Omaha, Nebraska 68178 

(402) 280-7267 

ljones@creighton.edu 

Relationship: Professor and Major Advisor 

 

Ms. Lori Lee 

Director 

St. Andrews Day Care 

15010 Maple Street 

Omaha, Nebraska 68116 

(402) 496-1234 

LoriLee@yahoo.com 

Relationship:  Supervisor – summer job  

 

 

References 
 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

Heading: 
Use the same 
heading you use on 
your resume and 
cover letter to help 
brand your 
application.  

Reference 
Formatting: 
Include the 
individual’s name, 
title, the 
organization they 
work for, the 
address, phone 
number, email, and 
your relationship 
to them.  

Who should my references be? 
You should have 3-5 references. Employers will often call these 
individuals and ask them questions about your skills, abilities, and 
personality. These should be individuals who know you well and speak 
highly of you. Although sometimes it is helpful to have someone in a 
prestigious position as a reference, if they do not know you very well, 
they might not be able to answer these types of questions. Be sure to 
ask your references for permission before you list them.  
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LinkedIn 
With over 433 million users across the globe*, LinkedIn has established itself as the premier professional 
networking site (LinkedIn, 2016). For almost all career fields, a LinkedIn account is essential to market yourself and 
stay connected in the professional world. 
 

A LinkedIn account allows you to: 

 Develop your professional profile/brand that highlights your qualifications and accomplishments 

 Network with professionals, alumni, and students (please refer to the Interviewing & Networking Career 
Resource Manual for more information about networking on LinkedIn) 

 Search for and apply to job opportunities and be recognized by recruiters 

 Provide and receive recommendations to better market yourself 

 Stay up-to-date on various topics by joining groups of interest to you 
 

Some like to think of a LinkedIn profile as an online version of your resume. While your profile should include the 
information on your resume, it should be even more comprehensive—think of it as your online portfolio. Take time 
to go into more detail and utilize the unique profile sections available to you on LinkedIn. On pages 22 and 23, you 
will find a guide to help you get started in building a strong, professional image on LinkedIn. Some additional 
helpful hints for building your LinkedIn profile are provided below. 
 

Helpful Hints to Make Your LinkedIn Profile Stand Out 
The top portion of your LinkedIn profile includes some unique sections. When these sections are filled out in a 
creative and professional manner, they will make your profile stand out.   

 

 Headline: Your headline should be a short description that highlights your current position title, industry, 
and/or areas of specialty. 

 

 Summary: Your summary is a brief synopsis of the your most important highlights. It can include your 
areas of expertise, characteristics and skills that make you stand out, accomplishments, and your future 
vision. The summary section also allows you to attach examples of the work you have done to show what 
you have accomplished. 

 

 URL: Your LinkedIn profile will be assigned a URL, but you can customize your URL to make it look 
more professional. In order to adjust your URL, you will need to be in the “Edit Profile” view of your 
profile. Then hover your mouse over the URL listed under your profile picture, and a tool icon will appear. 
After you click on the tool icon, you will see the “Your public profile URL” section on the right-hand side. 
You can then edit it to remove the extra characters and just include your first and last name (E.g. 
www.linkedin.com/in/billybluejay) or something similar if your preferred URL is unavailable. After you 
have done this, you can list this URL with the other contact information on your resume. 

 

 
 

For more guidance and webinars on LinkedIn, please visit the Building a Professional Network and the Resources for 
Students pages of the John P. Fahey Career Center website.                                

*LinkedIn. (2016). About LinkedIn. Retrieved from https://press.linkedin.com/about-linkedin 
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LinkedIn Profile Checklist 

 
 

Graphic Courtesy of: LinkedIn. (2016). LinkedIn Profile Checklist. Retrieved from 
https://university.linkedin.com/content/dam/university/global/en_US/site/pdf/LinkedIn%20Profile%20Checklist%20-

%20College%20Students.pdf  
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LinkedIn Profile Checklist 

 
 

Graphic Courtesy of: LinkedIn. (2016). LinkedIn Profile Checklist. Retrieved from 
https://university.linkedin.com/content/dam/university/global/en_US/site/pdf/LinkedIn%20Profile%20Checklist%20-

%20College%20Students.pdf 



24 

Job Search Resources 
There are steps to a job search, and it can be quite time consuming, but with the proper preparation and approach, 
your search can be more directed, efficient, and effective. A recent study reviewed how companies filled jobs and 
found employers hired 55% of positions from the hidden job market (through promoting internally and 
networking) while only 45% of positions were from the public job market (through resume search and job-posting) 
(Adler, 2013)*.  For this reason, it is important to use a variety of approaches during your job search, and 
remember, it usually takes 3-6 months to find employment. Here are some helpful resources. Also, visit the Career 
Center website www.creighton.edu/careercenter, see the Interviewing and Networking Career Resource Manual, or make 
an appointment with a Career Counselor for additional information. 

 

 Meet with a Career Center Counselor  
o Prepare and review resumes and cover letters 
o Create a plan for your search, including how to network effectively and find position openings  

 Build and utilize your network 
o Talk to friends, family, and acquaintances about job opportunities; you can also talk to people they know in 

companies or occupations that interest you 
o Conduct informational interviews with individuals who work in the profession you are interested in and/or 

who work for a company where you would like to work 
o Join and update your LinkedIn account. Join the Creighton University and Creighton Career Center groups 

to connect with alumni, along with professional associations to connect with professionals in your industry  

 Utilize professional affiliations and associations 
o Search for industry-specific professional organizations to use their job posting boards and directories to 

identify possible employers 
o Consider joining a professional association as a student at a discounted student membership rate to network 

by attending conferences or communicating with other members electronically 

 Identify where to find jobs online 
o Jobs4Jays – John P. Fahey Career Center job posting site: www.creighton.edu/careercenter/jobs4jays 
o Chamber of Commerce – if you are looking in a specific geographic area, view the local Chamber website; 

they often provide a directory of employers in the city 
o Human Resources for specific companies – if you have some employers in mind, bookmark their 

Human Resources page to view current openings and complete applications 
o City, State, & Federal websites – search for individual city and state websites, or www.usajobs.gov for 

federal postings nationwide 
o Other job websites and search engines  

 www.careerlink.com(Omaha jobs) 
 www.careershift.com 
 www.indeed.com    
 www.simplyhired.com 

 www.careerbuilder.com  
 www.collegegrad.com 
 www.vault.com 

 

 Use the Career Center’s library resources for additional search and career support 
o VAULT Career Insider 
o CareerShift 

o Going Global 
o The Riley Guide

 Consider working for a temporary agency  
o Working for a temporary agency is a great way to gain exposure to different companies and receive an 

income while job searching 
o Temporary positions often turn into full-time positions 

 
*Adler, L. (2013, June 12). Hire economics: Why applying for a job is a waste of time. Retrieved from 

https://www.linkedin.com/today/post/article/20130612170852-15454-hire-economics-don-t-waste-your-time-applying-to-job-postings  
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Thank you to our Employer Sponsors: 

 
Gold Sponsors 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Silver Sponsors 
 

 

 


