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Introduction - The Art of Writing a Resume 

 
A resume is a brief sketch of your goals, background and achievements. It is all about you. It is 
probably one of the most important documents that you will ever compose, for a resume serves 
as an introduction or first impression of your qualifications to an employer. It is designed to sell 
you. It is recommended that you prepare one before looking for a job because most employers 
expect a resume. It is also more convenient for you, and to those helping you in your job search, 
if you have one to give people. Resumes can be used to showcase your special talents and reflect 
your uniqueness to potential employers. Keep in mind though that resumes are sometimes only 
perused for 20-30 seconds.  It should be formatted so it is easy to read it quickly. . 
 
Compiling a resume does not have to be difficult. You can avoid making its preparation a 
headache by keeping a few things in mind.  The first rule of resume writing is that there are no 
hard, set or fast rules. While there is wide agreement among the experts on many points about 
resume writing, the style, content, and format are dictated by what you want to communicate. 
Depending on the job search strategies you adopt, you may want two or three different resumes. 
You may want to revise and update your resume as your job search proceeds.  
 
When looking for a job, it is important to project a professional image of yourself. The potential 
employer wants a neat, concise and focused presentation of your skills and experience to show 
him/her that you are well qualified to do the job he/she wants to accomplish. 
 
Your resume should be “fat with facts” from the top down, but don't crowd your resume with 
everything you can think to say about yourself. Highlight your strongest qualifications and 
principal achievements. Critical information should stand out. Feel free to bold, underline, and 
italicize key portions that you would like to emphasize. Since a resume is an outline, use short 
concise phrases. It should be clutter free. The use of POWER words on a resume is a highly 
effective technique for highlighting skills. (We have provided you with a list in this packet.) Use 
the present tense when describing current work; otherwise use past tense. 
 
Be certain your resume is error free. Many times resumes may not be given full consideration 
when there are typos and misinformation. Be careful. Have several people critique your resume 
– ask your parents, a professor or a professional in your area of interest. They may catch 
something that is unclear that you may have overlooked. 
 
CLICK ON A LINK BELOW FOR INFO ON THAT RESUME TOPIC: 
Sections of a Resume 
Sample Resume Form 
Action POWER Words 
Resume Software 
Quick Summary and Tips 
Sample Resumes 
 



   
Sections of a Resume 
 
Objective - The objective is a statement that tells the employer what type of job you are 
seeking. An example of a job objective is: “Financial management trainee.” Many people, 
including some of the experts, argue that you do not need a job objective on a resume. They say 
that you can cover all of that in a cover letter. It is up to you. The arguments for including a job 
objective are these: 
 

• It indicates that you have assessed yourself and know your goals. 
• It provides a point around which to organize your resume and lets you emphasize related 

skills and experience. 
• It permits a reader to evaluate your qualifications in terms of a particular area or related 

areas. 
• A written job objective can be flexible. You can tailor it to each specific job that you are 

going for. 
 

An acceptable alternative to a specific job objective is to state a broad area of career interest, 
particularly if your research shows that employers start people in a variety of entry-level 
positions. It is also acceptable to combine two or three closely related career interests. Some 
examples of career interest statements are, “Human Services,” “Human Resource Management” 
or “Marketing, Advertising and Public Relations.” 
 
Education - List the name of the college, the degree to be awarded, date of completion, your 
major and minor, if you have one. List only colleges from which you hold a degree. There is no 
need to list high schools. 
 
Honors - List academic achievements, scholarships, honor societies, and similar recognitions. 
 
Work Experience - Be specific about past job experiences, but selective in the detail you 
include. Experiences related to your current objective should receive special attention. Include 
the name and location of the employer, dates of employment, job titles and a brief description of 
the main tasks performed, skills developed and your accomplishments. Use action verbs 
(POWER words) in describing your work experience. Quantify: How many, how often? Try to 
create a mental picture with the minimum number of words to convey meaning. This category 
presents your best opportunity to make a lasting impression on a perspective employer. 
 
Activities - List elective or appointive offices held, campus or community organizations, 
committee work, volunteer work and athletic teams. 
 
Skills - List special qualifications that you possess to make yourself stand out. For example: 
computer skills, languages, hobbies, etc. 
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Sample Resume Form 
 

Name 
Permanent Address       Current Address  
Phone (   )        Phone (    ) 
 
OBJECTIVE: Objectives are OPTIONAL but do serve to identify your area of 

interest. If you have different goals, include the phrase: 
"Interests include: x, y and z.” 

 
EDUCATION: College: City, State 

Degree to be awarded, month and year expected  
Major: 
Minor: (if you have one) 
G.P.A.: If 3.0 or above, overall and/or major 

HONORS  
AND AWARDS: Academic Achievement 
                               Scholarships 
                               Dean's List Honors 
                               Outstanding Accomplishments in field (Honor Societies) 
WORK  
EXPERIENCE: Company Name; City, State 
                               Your title; Dates of Employment 

o List positions in reverse chronological order 
o Be concise and informative 
o Use POWER words to describe duties/abilities 
o Highlight special skills 
o Indicate specialties learned, scope of responsibilities and any 

"on the job" achievements/accomplishments 
SPECIAL  
SKILLS:  Computer knowledge, foreign languages, other relevant skills 
ACTIVITIES: Campus/Community Organizations 

Committee Work 
Activities (academic, social) 
(Mention activities which highlight leadership qualities. State position 
if you are an officer or leader). 

REFERENCES: Available Upon Request 
(You may want to make a separate sheet with names, titles and 
contact information. Be sure to check with references before you 
distribute names.) 
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Action POWER Words 
 
Here is a list of words to help you with writing your resume, describing yourself and what you 
are about on a resume (or in an interview). By using the proper words, your thoughts can be 
turned into a dynamic statement. 
 

 
acted 

adapted 
adjusted 

administered 
addressed 
advertised 

advised 
analyzed 
applied 

appraised 
arranged 

assembled 
assessed 
assisted 
attained 
audited 

arranged 
budgeted 
calculated 
catalogued 

charted 
classified 
collected 
compiled 
composed 
computed 

consolidated 
contracted 

coordinated 
counseled 

 

 
defined 

delegated 
demonstrated 

designed 
developed 

devised 
edited 

educated 
estimated 
evaluated 
examined 
expanded 
facilitated 
gathered 
generated 

hired 
illustrated 

implemented 
initiated 

instructed 
interviewed 
investigated 
maintained 
managed 
modeled 

negotiated 
operated 
ordered 

organized 
planned 

 
prepared 
processed 
produced 
publicized 

recommended 
reconciled 
recorded 

reorganized 
reported 

represented 
researched 
reviewed 
rewrote 

scheduled 
solved 

specified 
strengthened 

studied 
supervised 
tabulated 

taught 
tested 

trained 
transcribed 
transferred 
translated 

tutored 
upgraded 
updated 

wrote 
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MS Word Resume Templates 

Objective 
 
Five (5) Reasons NOT to Use a MS Word Resume Template 
 

Education 
 
1. They all look alike!  There are very few variations.  (This is not 
a good thing.) 
 
 
2. Mostly, they do not look very good.  That is, many of us who 
see tons of resumes regularly, do not think they have a very 
professional appearance or impressive look. 
 
 
3. Some of the layouts used in MS Word resume templates may 

not work very well with resume database software. 
 

Work experience 
 
4. MS Word resume templates do not allow you to ‘tweak’ the 

layout of your resume or move things around freely.    This can 
lead to reason number five…. 

 
 
5.  The templates can make updating and added or changing the 

content a real hassle.  (Cutting and pasting does not work very 
well with the templates. 

 
 
 

Suggestion - Use a blank document.  Format it yourself.  (It is not difficult).  Look 
at some examples and don’t be afraid to modify a layout to create a 
look that you think is eye appealing and professional.  Not only will 
it look better, it will be easier to work with later on. 

 

 
 

 



 

 
 
 
 
Optimal Resume – “The Technology Leader in Online Resume Writing Software”  
 
 
 
Optimal Resume provides leading edge electronic resume software for professionals. The 
OptimalResume™ system was co-developed with the University of North Carolina at 
Chapel Hill.  It contains a resume builder “wizard” that sequentially guides users through 
the resume construction process with examples and complete instructions.  When a user 
builds his or her resume using the OptimalResume™ system, three resume formats are 
generated: a Microsoft Word® document, and Plain Text document, and a Flash™ 
interactive resume website. Each resume format has a place in the job search process; 
having a complete set of resume formats helps job seekers maximize their self-marketing 
efforts.  Optimal Resume is available to Le Moyne alumni for the discounted price of $10, 
over 60% off the regular price.   
 
 
* Note - It is very possible to create and draft a good resume for *free* on a blank Word 
document using one or more examples as models. However the software above makes 
resume writing and formatting a bit easier. 
 
 
To access Optimal Resume software at the discounted rate for Le Moyne students and 
alumni start at: 
http://lemoyne.optimalresume.com/
or from the Career Services web site click on Optimal Resume. 
 
(If you go to www.optimalresume.com you will pay full price!) 
 
If you have any questions, contact Career Services at 445-4185. 
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Quick Resume Summary and Tips 
 
1. There are no hard, set fast rules of resume writing. Format is up to you and what you would 

like to communicate.  

2. Your resume may be scanned by the prospective employer for only 20-30 seconds. 

3. Your resume never gets you a job, but may lose you the opportunity to have the employer 

take a closer look at you. 

4. A good resume format guides the eye to keywords and speaks to the employer's needs. 

5. Your resume should be designed to sell you. 

6. You will want to create a good first impression and reflect your uniqueness. 

7. It should be "fat with facts" from the top down. 

8. Since a resume is an outline, use short, concise phrases. Eliminate adjectives and adverbs. 

Each phrase should clearly communicate a point.  

9. It should attract attention to your special abilities and personal qualities. 

10. Be sure to include your employment dates. 

11. You may want a one-page and/or a two-page resume. If you've got enough experience go for 

it. 

12. Be sure your resume is error free. 

13. Use good quality "bond" paper to print your resume on. White, off white or gray work best. 

14. Be sure to make plenty of copies so they can be easily distributed. 

15.  Be careful using Italics or fonts that may be difficult to read. 

16. Use an e-mail address that sounds professional. 

Remember: A resume should be a picture of you, so present yourself in the manner that you 
feel most comfortable with.  Sample resumes follow, but if you need more guidance in preparing 
your resume, please feel free to consult Vol. 1 of the Planning Job Choices catalogue or any of 
the other resume writing books available in the Career Services Library. 
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Aaron Carmon 
carmon@stu.lemoyne.edu

 
Current Address:                Permanent Address: 
Townhouse 600 B        300 Apple Street 
Le Moyne College                  Ithaca, NY 13073 
Syracuse, NY 13214         607-666-5555 
315-555-4444 
web.lemoyne.edu/~carmon 
 
 
 
Objective To obtain an internship or summer position in a field related to 

mathematics or computer science. 
 
 
Education Le Moyne College, Syracuse, New York 
 Bachelor of Science, Mathematics and Computer Science, May 2008 
 Concentration: Statistics Overall GPA: 3.2 
 
Honors Le Moyne Dean Scholarship 
 
Related 
Coursework Calculus I, II, III, Linear Algebra, Differential Equations, Mathematical 

Statistics, Applied Statistics, Real Analysis, Algebraic Structures 
Programming in C++, Programming in Visual Basic, Computing 
Environments Macroeconomics  

 
 
Work 
Experience Carmon Farm: Ithaca, NY, 1998 – 2006  
 -Fed and cared for large animals, operated heavy machinery 

 -Learned the importance of hard work and how to work under pressure 
 
 

Computer 
Skills Software: Word, Excel, PowerPoint, SPSS, Maple, Microsoft Visual 
 Studio Languages: C++, Visual Basic, Prolog, Scheme 
 
 
Activities Intramural soccer, volleyball, basketball, dodge ball, 
 Cross country 
 Actuarial Club 
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Roberta L. Parker 
parker@stu.lemoyne.edu 

Permanent Address       Present Address  
199 Main St.         11 Alpine Drive  
Auburn, NY 13111        Dewitt, NY 13214  
(315) 406-8095    
 
 
OBJECTIVE  
To obtain an English teaching position in a middle or high school setting (7-12) that will enable 
me to inspire mutual feelings of respect and community.  
 
 
EDUCATION  
Le Moyne College, Syracuse, NY  
Bachelor of Arts in English, Anticipated May 2007  
Concentration in Secondary Education 
GPA: 4.0 in Education Courses Overall GPA: 3.771 
 
AIP University, Valencia, Spain  
Excelled in language and culture classes earning 6 credit hours – Summer 2005  
 
PRESERVICE TEACHING EXPERIENCE 
Solvay High School, Solvay, NY 
(English 10, 10H, and 12) – Spring 2007  
• Developed and implemented daily teaching strategies using New York State Standards  
• Created and taught thematic units on Catcher in the Rye and Lord of the Flies  
• Incorporated supplemental texts to enhance students’ understanding and related texts to 
their lives  
• Fostered a sense of community and respect through classroom management, room 
arrangement, and class discussions  
• Enhanced lessons through use of technology, including the Smart Board  
• Graded research papers, essays, journals, and homework  
• Attended and contributed to faculty meetings  
 
Chittenango Middle School, Chittenango, NY 
(ELA grade 8) – Spring 2007  
• Planned and taught a thematic unit plan including short stories, a project related to  
   their own lives, and writing a research paper.  
• Fostered a sense of community and caring through group work and discussion.  
• Individualized lessons to meet the needs of all students.  
 
PRACTICUM EXPERIENCE – Spring 2005 – Fall 2006 
Syracuse CHOICE Program, Syracuse, NY -(Grades 6-9) 
Pine Grove Middle School, Manlius, NY - (ELA grade 8)  
Corcoran High School, Syracuse, NY - (English 11)  
Port Byron High School, Port Byron, NY - (English 9) 
      (cont.) 
 
 



Roberta L. Parker (p.2) 
 
At all practicum sites – 
• Worked one-on-one and in small groups with students on class/homework.  
• Studied and organized an in-depth case study for an at-risk student.  
• Developed and wrote several literacy lesson plans and worksheets  
• Established a classroom management plan for future use.  
 
ADDITIONAL EXPERIENCE  
Le Moyne Annual Fund Phonathon, Le Moyne College 
Manager, Caller  – January 2005 – present 
 
Global Educator's Conference, New York, New York 
 Participant – November 18, 2006  
• Learned new exciting ways to incorporate History and current events into a classroom 
   of any content  
 
Lowes Home Improvement, Auburn, NY  
Service Desk, Return Desk, Cashier – May 2004 – November 2006 Customer  
 
Port Byron Ski Club Chaperone – January 2004 – present  
 
Le Moyne Student Dancers – 2004 - 2005  
 
TECHNOLOGY  
• Smart Board         • Microsoft Word  
• Microsoft Excel         • PowerPoint  
• Blackboard  
 
PROFESSIONAL MEMBERSHIPS AND HONORS  
• National Council of Teachers of English  
• Le Moyne College Leadership Scholar  
• Dean’s List 6 out of 7 semesters at Le Moyne College  
• Graduated 3rd in class from Port Byron High School  
 
REFERENCES 
 
Nancy A. Palmer  English Language Arts Teacher – Grades 10, 10H, 12 
             Apple High School (315) 222-3333  
Jane Swiderski  Le Moyne College Supervisor (315) 446-0967  
Andrew Vick  English Language Arts Teacher – Grade 8 
 Mango Middle School (315) 555-4444  
Joeseph A. DiGiorgio Le Moyne College Supervisor (315) 697-2567  
William Neer  Professor of Literacy Education 
  Le Moyne College (315) 638-4161  
 
Letters of recommendation are available upon request from: 
Le Moyne College Office of Career Services 315-445-4185.  

 



MARY S. MANN 
222 West St. Oneida, NY 13444 (315) 333-0123 mann@stu.lemoyne.edu

 
OBJECTIVE

 
To obtain a position in public administration where I can apply my skills in researching, writing, organizing, and 
working effectively with others.  
 

EDUCATION  
 
Le Moyne College, Syracuse, NY Bachelor of Arts in Political Science, May 2007 The Washington Center, 
Washington, D.C. August 2006-December 2006 Classroom experience in “Hues of the Federal City”  
 

WORK EXPERIENCE 
Congressman John T. Salazar, U.S. House of Representatives  
Intern: September 2006-December 2006  
Attended committee hearings and meetings, aided legislative staff and staff assistants, researched bills and drafted 
letters to constituents. Logged calls and concerns. Gave Capitol tours.  
 
Le Moyne College, Office of Student Development  
Work Study Coordinator: August 2005-present Work Study: September 2003-May 2005  
Executed events from set up to break down. Designed and created publicity materials. Assisted the Director of 
Campus Events in implementing and overseeing activities for students on campus. As Work Study Coordinator, 
worked closely with the chair of the Programming Board, and attended weekly meetings with the board and the 
Director of Campus Events. Oversaw twelve student workers and was responsible for contacting various 
organizations and event planners on campus. Held weekly meetings for work study students, organized work 
schedules, and supervised events that included up to 1500 students.  
 
Le Moyne College, Office of Admissions  
Tour Guide: September 2003-May 2006 Summer Work Staff: May 2004-August 2004  
Tele-Counselor: January 2004- April 2004  
Called students and parents and provided information on choosing a college. Also collected information about 
students for their admission counselor. Instructed students on how to make a deposit and register. Also instructed 
students on how to use our college preparation program. Worked closely with the Director of Resident Life, 
Housing Director, office staff and students with housing registration, meal plan registration, and room damage 
appeal forms. Contacted and spoke with families, mailed forms, filed paperwork, and answered phones. Gave 
tours to prospective students and families.  
 

ACTIVITIES 
Le Moyne Student Programming Board, Board of Directors/ Le Moyne College Democrats, Co-Leader, Secretary 
/ Jazz Ensemble and Flute Ensemble, Founding Member / Le Moyne College Planning Committee, Student Body 
Representative / Le Moyne College Judicial Review Board, Voting Student Member/ Le Moyne College 
Bookstore Advisory Committee / Service Learning, Teachers Aide, Daycare Assistant  
 

SKILLS 
Strong leader, organizer and planner. Good orator, personable and an effective communicator. Also computer 
knowledge of Microsoft Word, Power Point, Excel and SPSS.  

Basic knowledge of the Spanish language. 
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John J. Earle  
12345 Potato Hill Road  

Remsen, New York 13225  
315-400-1234 

eberlejj@stu.lemoyne.edu 
 
 
Objective: To gain knowledge and experience in a laboratory and research setting.  
 
Education: Le Moyne College Syracuse, NY 13214  

B.S. Biology – May 2007  
 

Jefferson Community College Watertown, NY  
A.A.S. Paramedic – May 2005  
A.A.S. Liberal Arts – May 2003  

 
Relevant  Aseptic techniques; TSA, Blood agar, (etc) slant, plate, broth media creation; Gram staining;  
Skills  Streak plating; Various specimen inoculations; Gel electrophopresis; Strong microscopy skills; 

Strong organizational skills; MS Office; MEDITECH, Phlebotomy training  
 
Work  Paramedic June, 2004 – Present  
Experience  Guilfoyle Ambulance Inc. Watertown, New York  

Responded to 911 emergency and non-emergency incidents in an urban setting; provided 
invasive emergency care to critical traumatic and medical patients; provided critical care 
transports for those requiring facilities of higher care; responsible for other team members, 
patient care, documentation, safety, and success of incident management.  

 
Emergency Department Aide November, 2002 – July, 2005  
Samaritan Medical Center Watertown, New York  
Under direction of ED Physician, performed assigned supportive work in connection with the 
delivery of patient care involving: respiratory therapy modalities, insertion of peripheral IV 
catheters, venipuncture, blood specimen collection, application/removal of non-invasive 
cardio-respiratory monitors, obtained EKG, splinting.  

 
Medical Assistant October, 2004- July, 2005  
Cardiology Associates of Northern New York Watertown, NY  
Under direction of Cardiologist Practitioner, prepared patients for appointments, checked vital signs, 
EKG's, phlebotomy, spirometry, phoning in prescriptions, obtained authorizations, stocked exam room, 
performed some medical administrative functions as needed.  

 
Awards  Clarkson University Leadership Award (2001); NYS Volunteer Recruitment Scholarship (2004-2007)  
 
Activities  Resident Advisor, Volunteer Firefighter; Ski/ Snowboard Instructor Jefferson Community College 

Men’s Soccer Team Captain 
 
 
References Available upon Request 
 
 
 
 



Sara Caine 
448 Dorfer Dr. Marshall, NY 14555 (315) 945-0160 caine999@yahoo.com  
 
Objective 
A position within an organization that promotes justice, peace and global awareness as a function of its mission.  
 
Profile  
Efficient, compassionate college graduate with strong organizational skills and a capacity for innovative problem 
solving. Talent for quickly mastering technology, documenting and organizing processes, and streamlining 
procedures to make them more effective.  
 
Comfortable in multi-cultural settings as a result of international professional and educational experiences. 
Flexible and able to adapt under pressure and in a variety of environments.  
 
Skills Summary  
-Situational Analysis and Evaluation        -Customer Service  
-Procedural Organization         -German Language Fluency  
-Problem Resolution         -Excellent Verbal and Written  
-Microsoft Office          -Communication Skills  
 
Education 
Le Moyne College, Syracuse NY  
Bachelor of Arts - Peace and Global Studies, August 2007  
 
Professional Experience 
United Parcel Service, Geneva, NY  
International Shipment Auditor, 2003-2007  
-Analyzed and resolved issues related to international shipping.  
-Trained employees in International Shipment Auditing and Customer Service.  
Customer Service Specialist, 2005-2007  
-Interfaced with customers in person and over the phone in problem solving situations.  
 
American Red Cross, Newark, NY  
Disaster Relief Intern, 2006  
-Reorganized and documented county disaster relief procedures. Assisted in county disaster  
response.  
 
Volunteer Experience  
One World Goods - Fair Trade Sales Representative 
-Interfaced with customers and answered questions in relation to Fair Trade.  
 
American Red Cross, Puerto Pico - Disaster Relief Response Volunteer 
-Assisted disaster victims and distributed disaster relief supplies. 
 
 
 
 
 



Ryan S. Kirchmeier 
71 Melrose Drive        102 Le Moyne View 
Chester, NJ 07930       1419 Salt Springs Road 
(201)486-6130        Syracuse, NY 13214 
kirchmrs@stu.lemoyne.edu      (315)251-7195 

____________________________________________________________________________________________________ 
 
Objective:  To obtain an entry-level position involving sales/marketing in entertainment industry. 
 
Education:  Le Moyne College, Syracuse, New York 
 Bachelors of Science in Business Administration May 2005   Major GPA: 3.2 
 Dual Concentration in Applied Management Analysis and Management Information Systems 
 University of Leicester, Leicester, United Kingdom 
 Junior Year Abroad, Spring 2004; Traveled extensively 
 
Honors and Dean’s List  
Awards: National Publication: Who’s Who Among American High School Students
 
Computer Skills:  Adobe Photoshop, HTML, Word, Excel, Power Point, Access, Rational Rose, Visual Basic 
 
Experience:  The Verve Music Group    New York, New York 
 Sales and Publicity Intern    6/2004 – 8/2004 

• Gathered and distributed data for weekly meetings, placed publicity phone calls 
• Updated concert information, and press releases 
• Developed strong communication skills, enhanced organizational skills, ability to multi task 

 
DTW Marketing Research Group   Flanders, New Jersey 
Office Assistant     6/2003 – 8/2003 
• Responsible for scanning medical documents into computer database 
• Utilized Microsoft Access and Adobe Photoshop 
• Acquired basic knowledge of medical terminology 

 
National Baseball Hall of Fame and Museum Cooperstown, New York 
Museum Programs Intern    6/2002 – 8/2002 
• Checked facts for Hall of Fame presentations, Administered surveys 
• Hosted interactive trivia games, Presented tours throughout museum 
• Accountable for safety and security of patrons 
• Interacted with Hall of Fame Members/family and visitors 

 
Campus Activities:  Le Moyne College Classroom Services 
   Student Technician    9/2002 – Present 
 
   Le Moyne College Study Abroad Office 
   Student Ambassador    9/2004 – Present 

• Promote Study Abroad Program, Volunteer at International Night 
• Contact person for students accepted in the program 

 
Volunteer/ Service Le Moyne College    Dominica, West Indies 
Work:   Dominica Service Project    5/2003 

• Established solid team work and leadership skills 
• Tutored school children 

   
Morris Museum     Morristown, New Jersey 
Exhibit Volunteer     6/1999 – 8/1999 
• Developed strong communication skills providing quality customer service 
• Responded to general inquiries 

References:  Available Upon Request 
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Mattia Scro 
scromm@stu.lemoyne.edu

XXX Helen Street         514 Dablon Hall 
Syracuse, NY 13203         Le Moyne College 
(315) XXX-XXXX         1419 Salt Springs Road 
           Syracuse, NY 13214 
           (315) XXX-XXXX 
 
OBJECTIVE To obtain a job in the accounting field that will benefit my employer as well as provide me with the 

necessary experience in my pursuit of becoming a CPA. 
 
EDUCATION Le Moyne College, Syracuse, NY 
 Bachelor of Science in Accounting May 200X 
 Major: Accounting 
 G.P.A.: 3.798 (Dean’s List every semester); Major G.P.A.: 3.796 
 
HONORS Le Moyne College Presidential Scholarship 
AND AWARDS New York State Merit Scholarship 
 Le Moyne College Integral Honors Program 
 National Dean’s List (every semester) 
 Alpha Sigma Nu (National Jesuit Honors Society) 
 
RELATED  Firley, Moran, Freer, & Eassa CPAs 
EXPERIENCE  Accounting Intern (6/05-Present) 

• Assist in tax preparation and extensions 
• Participate in audit set up and perform audit procedures 
• Use accounting software to prepare client files, taxes, and audits 

   Plainville Turkey Farms 
   Cost Accounting Intern (6/05-8/05) 

• Costed all company products 
• Used accounting software to input accurate bills of materials 
• Worked as a liaison between the President, Accounting Supervisor, and Plant Managers 

 
OTHER   Le Moyne College Office of Residence Life 
EXPERIENCE Resident Advisor, Dablon Hall (8/04-Present) 

• Act as a role model for residents 
• Address residents’ concerns 
• Plan floor programs that interest residents 

Noreen Reale Falcone Library; Le Moyne College 
 Circulation Desk Student Assistant (9/02-Present) 

• Assist patrons in finding needed materials 
• Answer phone calls directed to the Circulation desk 
• Check library materials in and out to patrons 

 Le Moyne College Academic Support Center 
Le Moyne College Note Taker (8/03-Present) 

• Take detailed notes for a student with a disability 
 Eckerd Drugs; Shop City Plaza, Syracuse, NY 
 Customer Service Specialist (8/00-4/03) 

• Operated cash register and trained new cashiers 
• Answered customer service phone calls 

COMPUTER 
SKILLS   Microsoft Office XP (Word, Excel), Lotus Notes, Lotus, ACCPAC 
 
ACTIVITIES  Green & Seifter’s Accounting Challenge   Accounting Society   
   Le Moyne College Jazz Ensemble    Le Moyne College Pep Band 

• Treasurer (sophomore, junior, and senior years) Core Learning Community 
   Le Moyne Student Programming Board   Freshmen Orientation Committee 

• Co-Chair of Comedy (sophomore year) 
• Chair of Film (junior year) 

 
Back to Introduction  
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