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30 Resume
Writing Tips

Where are you going? = Back up your qualities and strengths

Put the most important information first Use bullet points
Proofread it twice Make sure to use the right keywords

Attention to the typography Avoid age discrimination

_ Explain the benefits of your skills

You don’t need to list all your work experiences No pictures

Identify the problems of the employer Avoid negativity
Use numbers Achievements instead of responsibilities
Do not include “no kidding” information No lies, please

- Don’t include irrelevant information

Use Mr. and Ms. One resume for
if appropriate each employer

One or two pages Lists all your positions

- Update your resume regularly

Get someone else to review your resume Use action verbs
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Unless you are a marketing guru and feel com-
fortable with a stylized font, pick a standard, pro-
fessional fypeface.

fer: Times New Roman,

or Lucida Sans.

. JOHN DOE
Make sure fo include your 12341230d 5. Sute123

name address, phone num- Seotle, WA Work ZIP
ber, and email. 206,122,123

‘An effective résumé fargets
the indusry of the business
fo which you are apply-
ing. An objective statement
Education  XYZ University PIPPSRSIP ;.o be concise

Seattie, WA S

BAin XYZ Major

Objective To oblain an xyz ntemship alxyz company that uliizes my  skif, y skils, and z skis n or3er
10 gain experience n the ied ofxyz.

GPA:
Junior status, anticipated date of graduation: Spring 2011

ListenUP! - Seattie, WA Winter 2009 - Presen]
Marketing & Sales Inter

Quantify your experienc + Used SalesForce CRM and maintained database of over 200 ciients.
numbers are concise, Assisted Marketing iteclor i brainstorming for email marketing campaign.
lexaching and hard o diss  Rosearched company compatiors to assist wih doveloping an industry oulook ropor.

pute; What sounds befler? XY2 Universiy Nowspapar - Seatte, WA Summer 206 - Fai 20
el News Section Editor

. Managod oar of v sk naws wrars {0 ansuro wosky argtsachived 100% on-
me Submission (p o 7%  years p.

. Composad and aded 15 page achon of magazine featuing amnouncoments and up-
das

(edl with club boar . Misntsinad dtabase of i contact formaton an work o mprov recer latons.

e Vet personcly Markoting Clu - Seatte, WA Spring 2007 -l 2008

recruited over 35 organi- Club President

zalions who atiended the - Hostd networking evens thtincuded 35+ omployers.

event, Ran weekly mostigs and workad i cob commites o ansure advance club objects.

 Fromoie o on cars and douememoari 326 1o 5310 30 mambers

Typos are a cardinal sin of
the résumé: In @ recent sur-
vey 45% of executives said
they fhrew out résumés with

Relevant  COMM 130: Visual Communication
Skills & XYZ University ‘Spring QRTR 2008

T T L Courses + Team Presentaton - analyzed Apple’s 2008 iPod Campaign.

R e * Dream Campaign Projoct - siratogzed a visual campaignfo @ made upbrand.
You can come aboard with MKTG 280: Industry Analysis and Interpretation
an instantly identifiable and XYZ University Fall ORTR 2008

valuable skil-sef. Mayb - Dovelopa the SWOT analysis and summery  business lan o a ol onie st up

"~ Adopt at Photoshop CS4, Indesign CS4, llusirator CS4
- Proficientwith MicrosoftOffica - especialy Excel, Word, and PowerPoint
ymiorable wih Windows XP. Vista and Mac OSX Snow Leopard

Arésumé is a visual tool that
‘markets your brand o em-
ployers. Rather than broad
vical interests (for

Interests - Visual communicaion, nformation design,and presentatn
Consumer slecionis - paricularl video games. sofware. 3plops, and gadgels
LGS st and pubiah a b manihy gutar esson podezst

When emailing or uploading your résumé

use MS Word version 2003-2007. Nof il

organizations have newer DOCX versions
not ask why your résumé won't

ownload. Also, employers can see your
file name, so choose something simple like:
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WHAT SHOULD YOU DO THIS SUMMER?

A flowchart to help you decide how to spend your precious summer months

Do you need
to make

‘money?

Do you have a
bit of money

Do you want
to use your
brain?

Do you want
1o stay in
Hamilton?

START >

Do you
want to use
your brain?

-
Do you want

to work in an
office/lab?

Do you want
to work at
McMaster?

Are you
decent with
‘computers?

good at
coding?

to spend?

Do you
have artistic
talent?

Do you want
to work
outside?

Are you okay
with hard
physical labour?

Do you want
to work
outside?

Do you want
to be your [
own boss?

Do you want
to work with

Areyou food/drink?

good at
academics?

good people

skills?

Do you know the
difference between
a Manhattan and an

old-fashioned?

Are you okay
with showering.
Infrequently

Are you good at
4 teliing people

what to do? Lo

fine with
travelling?

Do you mind
getting a bit

greasy?

Are you
afraid of
needles?

Are you
good at
science?

Are you
a good
swimmer?

Job information: oscarplusmcmaster.ca, youth.gc.ca, jobbankge.ca Ben Bartett-Forrest / Multimedia Editor % @benbf & theSil.ca
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TUITION

Between 1990 and 2010, average tition fees for
post-secondary education in Canada increased
fourfold from.

sien @ $513

‘Average undergraduate tuiton per year in

Canada's

$5.366
DEBT

By the end of September 2010, student debt
exceaded nearly:

$15 billion

and growing - higher than the debt of some
provinces.

The Canadian Federation of Students estimates
thataverage student deb s almost

$28.000

‘According to the Canada Student Loan Program,
most students take 10 years to pay offthei oans.

DEBT BY PROVINCE

STUDENT DEBT @
IN CANADA

“The totalcost o a post.secondary education - including
tuition, school supples, housing, and other expenses -
Isr0ughly 514, 5002 year, or close to 560,000 fora
four-year program. (statistics Canad)

More than 606 f currnt post.secondary students wil
graduate with student deb.

\f $40,000

—$20.000

Arecent poll showed that:
585 of post-secondary students who borrow to pay for
their education expect o graduate with nearly 530,000
i debt while 21 % expect to owe more than $40,000.
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POWERFUL*

WORDS TO USE IN A COVER LETTER

1. SOLVED 11. INNOVATIVE
2.PROMOTED 12. TRAINED

3. OVERSAW 13. BUILT
4.IMPROVED 14.INTRODUCED

5. ADAPTED 15. STRENGTHENED
6. POSITIVITY 16. DIRECTED
T.INITIATED 17. PERSUADED

8. PLANNED 18. ORGANIZED

9. MANAGED 19. PROJECTED
10.LEAD 20. ASSESSED

-REMEMBER-
Renit oven ube ib and G younnlef!





