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Writing a Winning 

Resume  

Christain Smith, Mercer University Educational Opportunity 
(MEOC)



What is the Mercer EOC 

Program?
 Mercer EOC stands for Mercer Educational Opportunity Center 

 The EOC provides free services to students, young adults (16), and 
adults 

 The EOC also helps people get into the workforce for free

 We can:

 Help students apply for college – application processes

 Complete the FAFSA (Free Application for Federal Student Aid) and 
other financial aid services  

 Increase academic skills through tutoring

 Test services – ACT, SAT, GED, and test taking skills

 We can provide career services and resume training

 We help with professional development and mental health

 EOC can help people plan for the future!! 

 Intake Information and link: https://bit.ly/MEOCintake

https://bit.ly/MEOCintake


What is a Resume?

 Brief history of your 

accomplishments

 Self-marketing tool

 Match employer’s needs

 Stimulates interest in you 



The Art of Resume Writing

The American job market is on a shift 

from traditional to digital resume 

writing, distribution, and 

management. 



Resume Facts

 Write it yourself

 Make every word count

 Tell an employer what you can do for 

him/her/the organization 

 Don’t delay



Resume Format Styles

 Chronological Resume – employment data in 
reverse order (most recent job first/easy to 
see career progression).

 Combination Resume – combines 
functional/chronological formats (skills 
relevant to the job search.

 Functional Resume – Stress skills (best for 
students/re-entry/transitioning to new 
careers).

 Results Driven Resume _ higher level positions, 
emphasis on accomplishments, provide proof 
of the accomplishments.



Functional Format

 Functional 

format enables 

the resume 

reviewer to 

focus on topics 

or functional 

areas versus 

time periods.



Chronological Format

 Chronological 

resumes are the 

most straight 

forward and all 

around favorite in 

the HR world.



Combination Format

 The Combination 

is designed to 

market skills and 

impressive 

accomplishments

.  Sometimes 

called chrono-

functional.



Common Resume 

Characteristics

 Visual appeal

 Easy to read layout

 High quality reproduction

 Links strengths to employer’s needs

 Minimizes/excludes irrelevant experience

 Most important presented first

 Entirely error free

 Precise and organized



Resume Writing 

Preparation

 Format design

 Thorough research of organization

 Identify specific job

 What you can offer 



Target Your Job Area

Customer Service

Human Resources

Mechanic

Sales/Marketing

Security

Nursing

Food Service

Data Processing

Accounting

Public Relations

Construction

Engineering

Management

Heavy Equipment



Resume Anatomy

 Heading

 Introduction/Job/Career Objective/Qualifications 

Summary

 Employment Section/Skills/Experience

 Education Section

 Miscellaneous Sections



Sample Contact Heading

Gene A. Gibbes
1590 Langston Drive~ Johns Island, South Carolina 29455-1243

H (843) 556-5555   genea@transition.com



Heading

 Name

 Address (with full zip code)

 Phone Number (with area code)

 Cell Phone Number

 Fax

 Email Address 

 Other Contact Media



Introduction

 First Section delivered in one of the 

three forms:

➢ Title

➢ Objective

➢ Qualifications Summary



Sample Titles

SENIOR-LEVEL SALES MANAGER

Loss Prevention ♦ Sales and Business Development ♦ Market 

Planning

Key Account Management ♦ Inventory Control ♦ Price 

Negotiation

Budgeting and Expense Control ♦ Staff Development

SALES TRAINER / MANAGER

Leadership ♦ Development ♦ Solutions



Qualifications Summary

 Proactive statement that declares what 

you can do for the targeted company.

 A brief paragraph that showcases your 

most effective skills and experiences (45 

words) that pertain to the job search.



Objective or Summary

OBJECTIVE

 Identifies what you want 
from the employer

 Can limit you to a specific 
position

 Change objective for each 
different position you apply 
for

 Not used by most employers

SUMMARY

 Shows your applicable skills

 Allows you to seek  multiple 
jobs within an organization

 May also reflect the level 
you are capable of aspiring 
to 

 Preferred by employers



Sample Objective/Summary

Objective: Seeking a career position as a Research 
Associate that will require strong interpersonal skills, knowledge 
of immigration issues, and extensive training and experience in 
criminal justice.

Summary: Motivated criminal justice professional with over 
three years of successful case management, child welfare, 
and criminal justice experience.  Highly organized, detail-
oriented individual with exceptional follow-through abilities.  
Possess strong interpersonal skills.  Able to work effectively with 
individuals on all levels.  Computer literate, expertise in the use 
of MS Word, Excel, PowerPoint and Access.



Employment

 Titles of positions held

 Name of company or organization

 City or town and state where you worked

 Dates of employment



Accomplishments

 Your resume is your own personal sales pitch. Action Verbs are 

an integral part of that pitch. While you are describing your 

accomplishments, be sure to use powerful keywords to signify 

the importance and magnitude of those feats. Also make sure 

you are using the correct tense.

 Examples

 Reducing overhead

 Increase productivity

 Enhancing worker morale

 Develop subordinates



Action Verbs

 Analyzed

 Authored

 Chaired

 Collaborated

 Conceptualized

 Developed

 Diagnosed

 Directed

 Fortified

 Increased

 Instructed

 Marketed

 Motivated

 Overhauled

 Oversaw

 Reduced

 Revised

 Solved

 Standardized

 Streamlined



Work History Sample

Work Experience

Case Worker, Child Welfare Administration, New 
York, NY 21000   September 1996-Present

Coordinated and conducted meetings between 
clients and school officials.  Maintained contact 
with lawyers, parole and probation officers, and 
drug counselors to expedite positive resolution of 
cases.  Maintained contact with incarcerated  
clients to apprise them of relevant progress.  
Prepared and submitted progress reports 
indication status of parents’ readiness to take 
responsibility for children’s care.



Education

List your highest degree 

first…type of degree, major, 

college name, city, state, 

and year degree was 

awarded.



Education Header

Education

MS, Education, Shaw University, Raleigh, NC

Approximate Completion: December 2005

BS, Mathematics, Winthrop University, Rock Hill, SC

June 1998



Experience vs. Education

The general rule in resume writing 

is to lead with 

the most qualifying factor.



Other Achievements to 

include

 Interests

 Community Service, Special Projects, and 
Volunteer Work

 Professional and Board Affiliations

 Awards, Honors, and Recognitions

 Technical Expertise or Computer Skills

 Supplemental pages can be used for this 
data as needed

 Teaching Assignments

 Licenses, Accreditation, and Certifications

 Languages



Sample

Additional Training and Career Development

 United States Air Force Senior Leadership 

Academy

 Quality Assurance/ Quality Control Training

 Federal Grant and Technical Writing 



Cover Letters

 Sales pitch to the employer

 Always sent with the resume

 Properly introduces you

 Highlights qualifications

 Demonstrates written communication skills

 Peeks employer’s interest to read your resume and 

grant an interview



Cover Letters
Paragraph 1

 Tell why you are sending the resume

 Show them you are knowledgeable of the 
business

 Promise a benefit of choosing you

Paragraph 2

 Note specific accomplishments, achievements, 
etc.

 Demonstrate how your background is relevant to 
the position

Paragraph 3

 Ask for an interview

Paragraph 4

 Close the letter and show appreciation



References

“References available upon request”

 Usually 3-4 references

 2-3 Business related

 1 Personal

 Use professional email addresses



Resume Drafts & Designs

 White Space 

 Placement of Headings

 Consistent Type Faces

 Proper Indentation

 Graphic Elements

 Paper & Envelopes 



Resume Structure

 Resume format 

 One to two pages (two separate pages)

 Resume quality paper – original, not 

copy of a copy

 Accompanying cover letter



Resume Don’ts

 Don’t use the pronoun “I”

 Salary needs are not up for discussion.

 Don’t discuss why you left your last job.

 Do not include references.

 Don’t use unnecessary headings such as 

“Resume.”

 Keep your marital status, children and pets to 

yourself.

 Don’t put your age or birthday on your 

resume.



Thank You Letter

Job-seekers should send a thank-you or follow-

up letter by mail within 24 hours of an 

interview. 

You may even want to ensure that the 

interviewer has your thank-you letter in hand 

no later than end of the next day. 

 Common courtesy

 Differentiates you from the pack

 Proof you're really interested in the position

 A way to keep your name in front of them 



Resources 

 Microsoft Online Template Downloads

for Resumes, Cover Letters, and others

http://office.microsoft.com/en-
us/templates/CT101043371033.aspx



Conclusion

 A resume is your marketing brochure.

 Make a good first impression.



Writing a Winning 

Resume  

Questions



Contact Information – Thanks for 

Listening! 

Christain Smith 

478-301-2383

EOC Website: http://eoc.mercer.edu

Free Workshop Registration: 

https://bit.ly/MEOCintake

smith_cd2@mercer.edu

http://eoc.mercer.edu/
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fbit.ly%2FMEOCintake&data=04%7C01%7Csmith_cd2%40mercer.edu%7Cbc9a8759861f45accf4b08d8f2e0b86c%7C4fb34d2889b247109bcc30824d17fc30%7C0%7C0%7C637526394273321296%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=GftyA2Fz2yXOGUAnABAhn2DK7aNakQnzJGObZHKeZZI%3D&reserved=0

