
Résumé Guidelines for the “Not‐So‐Recent Graduates” 
 

Because part of the being human is to continuously grow and develop in experience and wisdom, your 
résumé should reflect that growth and development within its scope and focus.  As you move further 
away from your college graduation, your résumé needs to reflect your increased responsibility and 
experiential growth. 

While we strongly recommend that all résumés include your contact information, experience, and 
education, you can also add one of the following categories , as long as it doesn’t detract from the core 
of your résumé: 

• Summary of Qualifications (as it relates to the job description) 
• Key Accomplishments or Strengths 
• Professional Profile 

 
Typically, recent grads are directed to use a chronological résumé format; whereas the experienced may 
choose either the Chronological or Functional formats, or sometimes a combination of the two.    

Chronological Résumé  

The Chronological Résumé  is  the most  common  format.  It presents  your work  experience  in  reverse 
chronology (most recent first) and provides clear job titles, employers, and periods of employment.   

Chronological  Résumés  are  most  appropriate  for  candidates  with  stable,  solid  career  progression 
through one or, at most, two fields and highlights growth and maturity throughout an organization or 
career.  It  is  the  format  employers  see  most  often  and  provides  an  easy‐to‐follow  structure  for 
interviews.  Example:  

Youth Program Director, Western Bible Church, Plainview, GA    2003‐Present 
• Annually recruited, training and mentored teams of 8‐10 adult volunteers to provide structure 

and oversight for 100 participants at weekly youth program 
• Prepared weekly messages, skits and curriculum for students pertaining to biblical doctrines, 

current events and issues of interest to teenagers 
• Organized special outings and retreats and fundraising events 

 
Children’s Program Director, Downstate Baptist Church, Smithville, AL  2002‐2003 

• Created seasonal programs and activities for 20 elementary age children 
• Communicated regularly with parents and developed relationships with them 
• Led weekly training sessions for volunteer staff 

 

The Chronological Résumé  format may not best highlight  your  capabilities  if  you  are  re‐entering  the 
work force or are switching fields eg:  ministry to marketplace. 

 



Functional Résumé  

A Functional Résumé, on the other hand, emphasizes your skills more than it does your actual job titles 
and the dates during which you performed each job.  Functional Résumés do not necessitate listing your 
positions in chronological order. The first job listed, in fact, should be the one whose skills most closely 
match the skills required in the job for which you are applying. 

This  résumé  format  focuses  attention  on  skills  and  achievements,  rather  than place of  employment, 
which make  it  ideal  for mid‐career  changers or  recent grads.   HOWEVER, many employers are made 
immediately  suspicious by  these  résumés  since  they  are  also often used  to hide  spotty  employment 
records. Others just don’t want to do the work necessary to put together a complete picture of you. 

Combining Formats 

Since the choice to use the Functional Résumé without specific dates and employer names is more risky 
in that prospective employers may be suspicious of a résumé without dates, a combination of the two 
may be  a wiser  choice.    Simply  add  a  section header  for  EXPERIENCE  and briefly note  the  employer 
names, geographic locations, your title and dates. 

  Example:  BK Investments, Wheaton, IL, CEO, 2008 – Present 
                                 Chase Bank, Chicago, IL, Branch Manager, 2004‐2008 
 

Below are some guidelines used by Lee Hecht Harrison when this writer was their client: 

Use Chronological Résumé format when: 

• Job objective is similar to recent experience 
• Applying for position in highly traditional fields or organization 
• Work history is NOT spotty 
• You have NOT changed employers frequently 
• Definite progression in responsibility and level over time 
• Prestigious past employers 

 
Use Functional Résumé format when: 

• Job objective is very different from experience 
• Emphasizing skills/abilities not used in recent work experience 
• Experience gained in unrelated types of work 
• Entering the job market after an absence 
• Seeking position in non‐traditional field 

 

Final Do’s and Don’ts 

If you have not kept your  résumé updated, please do not approach  résumé writing hurriedly, or  just 
throw it together.  Take the time to get organized and to write down specific company or organization 



names, dates of employment, job titles and responsibilities.  Focus your thoughts on what you actually 
accomplished, so you avoid just making lists of duties.   

You will find two sample résumés attached for your reference.   We recommend sticking closely to the 
simple, easy‐to‐read format and structure: 

• Use 10 pt or 12 pt Arial or Times New Roman font 
• Use bullets to break up each point and utilize consistent formatting to keep your résumé eye‐

catching 
• Use a “sound‐byte” ‐ results driven ‐ style that starts each description with a strong verb 
• Maintain consistency with punctuation.  If you use periods at the end of the bullet points, check 

to be sure you always use them 
 

Here are a few additional, but definite, don’ts: 

• Don’t list your EDUCATION before your EXPERIENCE if you have been out of school more than 
five years, you should be selling your experience rather than your academic record 

• Don’t worry about the month and year of start/end dates – the year is sufficient 
• Don’t include personal information such as age, marital status, number of children, condition of 

health 
• Don’t include a snapshot 
• Don’t use “I” in your statements; begin with action verbs – see list included in this packet 
• Don’t list references 
• DO NOT use abbreviations (i.e., HR for Human Resources).  Use professional or technical jargon 

only if it is relevant to the position 
 

Once you have completed the preparation of your résumé, you may upload it for review and approval. A 
Career  Services  professional  will  review  it  and  provide  feedback  or  approve  it  for  posting  on  the 
ThunderLink job posting site. 

 



List of Action Verbs 
Acce lerat ed 
Acco m plishe d 
Ach ieve d 
Act ed 
Ad ap ted  
Ad dress ed 
Ad juste d 
Ad m in istered  
Ad vised 
An alyzed  
An swered  
An ticipa ted  
Ap plied  
Ap proa che d 
Ap prove d 
Arbit ra ted  
Arran ged  
Asce rtain ed 
Asse m bled  
Asse ssed  
Assig ne d 
Assist ed 
At tain ed 
Au dite d 
Au th ored  
Be ga n 
Bo ug ht 
Bu dg ete d 
Bu ilt  
Calcu la te d 
Cared  fo r 
Cata log ue d 
Cate go rize d 
Cha ire d 
Cha rt ed 
Che cked  
Clarif ied 
C lassified  
Coa che d 
Cod ed  
Collab orat ed 
Collect ed 
Com m un ica te d 
Com p ared 
Com p iled  
Com p le ted  
Com p osed  
Com p oun de d 
Com p ute d 
Con ceived  
Con cep tua lize d 
Con cilia ted  
Con du cted  
Con served  
Con solida ted  
Con structe d 
Con sulte d 
Con tact ed  
Con tracte d 
Con trolled  

Co nve rt ed  
Co op erat ed  
Co ordin ate d 
Co pie d 
Co rre spo nd ed  
Co un sele d 
Cre ate d  
Cre ate d p rofits 
Criticized  
Cu t 
De alt with  
De cide d 
De cora ted  
De fine d 
De leg ate d 
De livered  
De m on strate d 
De sign ed  
De ta ile d 
De te cted  
De te rm ine d 
De velo ped  
De vised  
Dia gn ose d 
Direct ed  
Disco vered  
Disp en sed  
Disp layed  
Disp ro ved  
Disse cte d 
Dist rib ute d 
Dive rt ed  
Do ub led  
Dra ma tized  
Dre w up  
Eco nom ized  
Ed it ed 
Ed uca ted  
Elimin ate d 
Em pa thize d 
En cou ra ge d 
En forced  
En la rg ed  
En liste d 
Esta blishe d 
Estim at ed 
Eva lu at ed 
Exam in ed 
Exch ang ed  
Exec ute d 
Exhib it ed  
Expa nd ed  
Expe dite d 
Expe rim e nte d 
Expla in ed  
Extract ed  
Facilit ate d 
Fam ilia rize d 
File d 
Fin an ced  

Fixed  
Fo llo wed  
Fo re cast ed  
Fo rm u la te d 
Fo un de d 
G arde ne d 
G ath ered  
G ave  
G en erate d 
G ove rn ed  
G uide d 
Ha nd le d 
He ad ed  
He lp ed  
H ired  
Hyp oth esize d 
I de ntifie d 
I llu strate d 
I ma gin ed 
I mp lem en ted  
I mp roved  
I mp rovised  
I ncrea sed  
I nd exed  
I nd octr ina ted  
I nflu en ced 
I nfo rm e d 
I nitiat ed  
I nn ovat ed  
I nsp ecte d 
I nsp ire d 
I nsta lle d 
I nstit ute d 
I nstru cted  
I nte grat ed  
I nte racte d 
I nte rprete d 
I nte rvie we d 
I nve nte d 
I nve nto rie d 
I nve stiga ted  
J udg ed  
K ep t 
L an dsca pe d 
L au nch ed  
L ea rn ed  
L ect ured  
L ed  
L igh ted  
L iste ned  
L oca te d 
L og ge d 
M a de de cis io ns 
M a in tain ed  
M a nag ed  
M a nipu la te d 
M a rke ted  
M e asure d 
M e diate d 
M e mo rize d 

M en tore d 
M ercha nd ised  
M et  
M od eled  
M od erat ed  
M od if ied 
M on it ored  
M ot iva ted  
M ove d 
M ultip lie d p ro fit 
M ultip lie d sa les 
Navig ate d 
Neg ot ia te d 
Ob served  
Ob ta in ed  
Of fere d  
Op erat ed  
Ord ered  
Org anize d 
Origin ate d 
Ou tline d 
Ove rs aw 
P aint ed 
P articipat ed 
P erceived  
P erform ed  
P ersua de d 
P hot og ra ph ed  
P ilo ted  
P la nn ed  
P la yed  
P re dicte d 
P re pa re d 
P re scrib ed  
P re sen ted  
P re sided  
P rint ed  
P ro cesse d 
P ro du ced 
P ro gram m ed 
P ro gresse d 
P ro je cte d 
P ro mo te d 
P ro of-rea d 
P ro po sed 
P ro tect ed 
P ro vid ed  
P ublicized  
P ublish ed 
P urcha sed  
Qu est io ne d 
Raise d 
Rea d 
Rea lize d 
Rea son ed  
Rece ived  
Reco m me nd ed 
Reco ncile d 
Reco rded  
Recru it ed 

Rectifie d 
Re-de signe d 
Red uce d 
Refe rre d 
Reg ulat ed 
Reh abilita ted  
Relat ed  
Rem em be red 
Ren dere d 
Ren ewed  
Reo rg an ize d 
Rep aire d 
Rep orted  
Rep re sen ted  
Rep ro du ced  
Rese arche d 
Reso lve d 
Resp on ded  
Resto red 
Resto red prof it s 
Retrieve d 
Reviewe d 
Revised  
R is ked 
Rou ted  
Sa ng  
Sa ved  
Sca nn ed  
Sch ed uled  
Scree ne d 
Se arche d 
Se lecte d 
Se nse d 
Se pa ra ted  
Se rve d 
Se t 
Se t-up 
Se we d 
Sh ap ed  
Sh ared  
Sim plified  
Ske tch ed 
So ld  
So lved 
So rt ed   
Sp ea k lan gua ge s 
Sp oke  
St affe d 
St and ardize d 
St im ula ted  
St udie d 
Su ccee de d 
Su mm a rize d 
Su pe rvise d 
Su pp lie d 
Su pp orted  
Su rve yed  
Sym bo lize d 
Syn the sized  
Syst em atize d 

Talked   
Taug ht  
Team -bu ilt 
Tend ed  
Teste d 
Told 
Took 
Tra in ed  
Tra nscribe d 
Tra nslat ed 
Tra nsm itte d 
Tra veled  
Tre ate d 
Trim me d 
Triple d 
Tuto re d 
Typed  
Um p ire d 
Un cove re d 
Un de rst oo d 
Un de rst ud ie d 
Un de rt oo k 
Un ified  
Un ited  
Un ra vele d 
Up da ted  
Up grad ed  
Use d 
Ut ilize d 
Verified  
We ighe d 
Wid ene d 
Wo n 
Write 
Wrot e 
 



IMA YOUNGE-ALUMNUS 
1860 Résumé Ave., Raleigh, NC 40092  (404) 555 - 1000  iyalumnus@yahoo.com • •

KEY SKILLS
• Business Development 
• Client/Vendor Management 

• Product Promotion 
• Franchising/Licensing 

• Market Research 
• Spanish Fluent

 
PROFESSIONAL EXPERIENCE 

DELISH & CO., INC. • Raleigh, NC • May 2006 to Present 
Associate Business Development Manager • February 2007 to Present  
Spearhead the national development of a new channel of business in high schools for WingStop Express that is 
forecasted to generate $1,500,000 dollars in annualized sales in 2009.  Focus on consumer insights and market research 
to devise a marketing plan to properly position Pizza Hut Express in the K-12 market.  Manage the renewal and re-design 
of 200 Taco Bell, KFC and A&W Express locations nationwide.  Regular communication with mid-to senior-level 
management at industry-leading companies and daily interaction with senior members of Delish & Co.  
 
• Exceeded total development plan and royalty sales goal plan by 33% in 2008 by assisting in the development of 271 

licensed locations for Taco Bell Express, Pizza Hut Express, KFC Express and A&W Express; 
• Generated $870,000 dollars in 2008 by leading the renewal of contracts and re-design of Taco Bell, KFC and Pizza Hut 

Express locations; 
• Partic ipated in 11 major conventions to establish a meaningful pipeline of locations to be developed in 2009/2010 and 

build lasting relationships with future clients. 
 
Development Coordinator • May 2006 to February 2007 
Supported the Raleigh International Development team to ensure that international new unit gross and net opening goals 
were met, that International Business Management Units were constantly sourcing new franchise partners, and that equity 
stores were meeting/beating the WPSA. 
 
• Assisted in the oversight of over 800 restaurant openings across the world in 2007; 
• Improved the tracking of KFC and Pizza Hut locations around the world for more accurate reporting; 
• Enhanced communication between Atlanta and the International Business Management Units by marketing best 

practices. 
 
US Department of Commerce (Internship) • Marigot, St. Martin • Sept. 2005 to Nov. 2005 
Assisted United States companies expand business into Central America by providing vital information on the Central 
American Free Trade Agreement and market research on the Central American and Caribbean economy and companies. 
 
• Created market research reports describing sectors within the Caribbean region that offered the best opportunity for 

U.S. Exporters, such as the expansive Hotel and Restaurant Equipment sector.   
• Created bil ingual reports for US and Dominican businesses on the new tariff regulation outl ined in the Central American 

Free Trade Agreement.
 
Mochafé Coffee Group (Internship) • Santa Marta, Columbia • June to August 2005 
Devised the business plan for Mochafé Coffee Group to launch the company in California.   
 
• Created a marketing presentation for client roasters to raise funding for the MCG S.A. in Columbia; 
• Networked and connected MCG S.A. with business expansion consulting, an advertising company and prospective 

business investors in New York; 
• Learned the complete mill ing, roasting, and tasting process while residing in the Esperanza coffee mill; 
• Attended and participated in fair trade conferences involving local farmers in and around Santa Marta. 

 
EDUCATION 

 
BACHELOR OF ARTS • Political Science and French 

Wheaton College, Wheaton, IL   May 2004 
Semester Abroad in Paris, France 

Varsity Women’s Tennis, 2000-2004; Team Captain (2003-2004) 

 



Ben R. Own 
1234 Main Street, Lisle, Illinois  60100 

(mobile) 630-444-4444, (e-mail) ben.theyre@faith.org 
 

SUMMARY OF QUALIFICATIONS 
 
A results-oriented PROFESSIONAL with strong marketing, operations, sales and management experience.  Adept 
at identifying and streamlining operational processes that impact customer loyalty, sales, and satisfaction 
ratings.  Demonstrated skills in customer service, analytical decision making, marketing and project 
management.  Routinely exceeds targets, unites teams on achieving results, and enhances service delivery.   
 

PROFESSIONAL EXPERIENCE 
 
TELEPHONY WORLD – Lisle, IL (06/1998 – Present) 
Joined Lucent Technologies, Octel Messaging Division as Customer Support Specialist in 1998.  Promoted  to 
Service Leader supporting maintenance contract renewal customers and later to Marketing Manager 
responsible for demand generation for Services Sales organization. Gained direct Services Sales experience and 
returned to Marketing as Manager Annuity Demand Generation.   
  
MARKETING MANAGER – NORTH AMERICA REGION ANNUITY SERVICES (10/2006 – 05/2008)
Developed Direct Mail, Email, and Outbound Telemarketing campaigns generating $72M in funnel revenue. 
Attained 110% YTD objective.   Managed relationships with multiple vendors for creative design, development 
of customer “Likely Buyer” model, “Likely Leaver” model, response/registration web pages and sucessfully 
launched Search Engine Marketing campaign for Services.    
Accomplishments: 
• Established Customer Loyalty campaign including implementation of “Welcome Kits” for net new and 

renewal maintenance customers 
• Launched customer “Thank You” card annual direct mail project to increase customer loyalty  
• Generated 400 leads for Net New Hunter Team with funnel revenue of $11M in 6 months  
• Designed and implemented direct mail campaign targeting “Likely Buyers” and “Win-back” customers 
• Launched Search Engine Marketing specifically for capturing customers who search on maintenance, 

support, or repair terms 
• Developed multi-touch “Tickler campaign” for customers who do not purchase maintenance at point of sale 
• Developed scripts, call-guides, and training content used by 4 Telemarketing Reps to perform outbound lead 

pre-qualification and direct mail follow-up calls 
 
TERRITORY SERVICES SALES MANAGER (2005-2006) 
Managed maintenance agreement sales and renewals for large Territory accounts in the 14-state, US West 
Region with $109M in annual revenue.  103% attainment of annual quota. 
Accomplishments: 
 Won sales contest for most incremental sales 2Q06 
 Established relationships with key customers by resolving billing issues and previous services issues 
 Won back key account previously lost to primary Services competitior 

 
SERVICES MARKETING MANAGER (2003-2005) 
Orchestrated the development of sales tools and customer-facing reports used by Services Sales and National 
Account Service Managers to demonstrate the value of Maintenance Agreements  
Accomplishments: 
 Created and rolled out the EXPERT View Report with Monetization to demonstrate the financial impact of 

downtime without a service agreement 
 Managed an inter-departmental team to develop TCO/ROI Tools and trained Services Sales Associates and 

National Service Manager on use of tools and delivering customer presentations 
 
  



Ben R. Own Résumé   – Page 2 
 
SERVICES SALES OPERATIONS MANAGER (2001-2003) 
Supported sales operations for a newly-established, 20-member Central Region Services Sales team who 
managed top-tier Enterprise accounts globally.    
Accomplishments: 
 Coordinated training and other onboarding activities for new Services Sales associates  
 Led weekly team calls to develop team members’ proficiency on Maintenance Offers and provided day-to-

day support for team 
 Served as team single point-of-contact for resolution of operational, SIEBEL opportunity tool and sales 

compensation issues 
 Monitored weekly sales funnel for Sales Director and assisted sales associates in customer problem 

resolution to remove obstacles that impacted deal closure 
 Designed and implemented motivational programs to drive sales associates success 

 
SERVICES LEADER (2000-2001) 
Served as customer single-point-of-contact for maintenance customers in Illinois, Michigan and Indiana.  
Assisted customers with bill ing issues, service escalations, contract disputes, and SLA attainment. Renewed 30 
maintenance contracts and assisted Field Sales (product team) with RFP responses for Services 
Accomplishments: 
 Maintained above-objective customer satisfaction levels and received no complaints 
 Was requested to join new Services Sales organization as Operations Manager responsible for onboarding 

new team members and supporting their sales success 
 Developed “Maintenance Saves” program in coordination with the INADS Team and Customer Care 

Centers to intervene on customer cancellation requests or requests to disconnect INADS lines.   
 
 
 

 EDUCATION 
 
Bachelor of Arts,      Certificate in Management 
Business/Economics, Minor - English                 18 hours in Business Administration  
Wheaton College, Wheaton, IL                    Capital University, Columbus, OH  
 



 


