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CAREER DEVELOPMENT TO DO LIST 

1. If you haven’t already done so, now is the time to develop your resume.  The samples in this booklet model
several acceptable layouts.  (There are many.)  You may visit the Career & Professional Development Center
for advice and information on writing your resume.  You might also visit
http://www.collegecentral.com/frostburg and click on Student Central or
http://www.frostburg.edu/clife/career/ for current trends in resume writing.  Your resume should be kept on
the hard drive of your computer as well as being saved to a removable device.

2. Establish your Credential File through the Career & Professional Development Center.  You may pick-up
appropriate forms to open a file in the center.  There is a $20.00 fee paid to the Business Office to keep your
file active for seven years.

3. Become familiar with the College Central site for Frostburg.
www.collegecentral.com/frostburg
At this site you will register on the system and upload your resume to view internships & jobs, and sign
up for interviews with employers.  Become accustomed to checking this site several times throughout the
week.  Check the Special Announcements area for additional internships, jobs and events.  The student help
sheet at the end of this booklet will acquaint you with the system and how to register and use it
throughout your job searches.

4. Schedule a mock interview with the Center.  This will assist you with interviewing concerns and give you a
critique of your interview.  Further information is available in the office.

5. Plan to attend the following valuable events:  Dates can be found at:
http: http://www.frostburg.edu/clife/career/events.htm 

Career Expo, Friday of Homecoming Weekend.  Alumni will be available to speak about their careers 
and offer job search advice. 

Career & Internship Fair,  April. 

Education Job Fair,  April.  This fair is for Education majors seeking teaching positions. 

6. Visit www.collegecentral.com/frostburg to view the many job positions that employers have listed for FSU
students.  Click on Student Central and have your Username and ID ready to see who is interested in you.
(Remember, you must have a resume already uploaded on the site to apply for jobs!)

7. You may be scheduling your interviews at the www.collegecentral.com/frostburg site.  Through On-Campus
Interviewing you may sign up for these interviews.  Again, the tip sheet is at the end of this booklet.

REMEMBER:  Visit this site regularly for up-to-the- minute news for your job search. 

“Experience the Career & Professional Development Center, it’s the best time you’ll ever spend.” 

http://www.collegecentral.com/frostburg
http://www.collegecentral.com/frostburg
http://www.frostburg.edu/clife/career/events.html
http://www.collegecentral.com/frostburg
http://www.collegecentral.com/frostburg
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*UNDERGRAD/RECENT GRAD GENERAL RESUME EXAMPLE*
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Student Name 
Professional-sounding email address 

212 Annapolis Hall, FSU         111 Sand Flat Road 
Frostburg, Maryland 21532         Frederick, Maryland 22222 
(301 687-0000          (301) 123-4567 

PROFILE (or “Career Goal,” “Summary”…Objective) 
Sample:  Dedicated Psychology and Leadership rising junior with excellent academic, 
interpersonal, communication, and group leadership skills/experience, seeking summer 
camp leadership position aiding children with emotional needs. 

EDUCATION 
B. S. in Psychology, Certificate in Child and Family Psychology       May 2014 
Minor in Leadership Studies          (over 3.0 GPA?):     GPA 3.89 
Frostburg State University, Frostburg, Maryland   

Relevant Coursework 
Child Development 
Theories of Personality 
Social Psychology 

Communication Studies 
Adolescence and Adulthood 
Leadership 

Internship (or Relevant Research Projects, etc…) 
(Describe where. Bullet list of responsibilities, noting skills) 

RELEVANT EXPERIENCE (ALL activities in reverse chronological order) 
Counselor: Camp Woebegone, Casco, Maine             Summer 2014 

• Lived with and supervised 12 campers, ages 10-12
• Organized athletic activities
• Created outdoor learning modules

Counselor: Camp Hiawatha, Garrett County, Maryland    Summer 2013 

TECHNICAL SKILLS 
 (or IT Skills or Relevant Competencies) 

• Proficient in MS Word, Access, Excel, PowerPoint
• Functional in SPSS

Equipment 
Techniques 

(Other possible categories important to consider:) 
CAMPUS ACTIVITIES 

(list groups, offices held, events sponsored by the organization, dates.  All activities 
including athletics, Greeks, clubs, professional groups…) 

CERTIFICATIONS 
American Red Cross Lifeguard  2008-present 

LANGUAGE SKILLS (Extensive Travel/Living Abroad Experience) 
HONORS AND AWARDS 
VOLUNTEERISM 

(outside campus?) 
ADDITIONAL WORK HISTORY (reverse chronological, one-liners) 

Staff: McDonald’s Restaurant, Frostburg, Maryland      Part-time 2010-2014 

REFERENCES AVAILABLE 



*“I HAVE NO EXPERIENCE” RESUME EXAMPLE* 
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Catherine Burg 
cburg@gmail.com 

240-654-4321 
Permanent Address Current Address 
432 Chilly Rd 108 Sowers Hall, FSU 
Germantown, MD 20874 Frostburg, MD 21532 

Objective 
Full-time college freshman seeks to utilize time management skills and customer service 
experience to further knowledge in medical profession. 

Education 
Frostburg State University, Frostburg, MD  August 2015 - Present 
Bachelor of Science in Pre-Vet 

Relevant Coursework 
General Biology I  General Chemistry I 
General Psychology  General Sociology 

Elizabeth Seton High School, Bladensburg, MD August 2011 – May 2015 
High School Diploma 
Graduated with Honors 
GPA: 3.5/4.0 

Work Experience 
Self-Employed, Baby & Animal Sitter August 2011 – Present 
Germantown, MD 

• Watched children and animals while parents were away
• Worked with children ages 2 to 10
• Watched various types of animals (birds, cats, dogs, hamsters)

Activities 

• Frostburg State University Pre-Med Society August 2015 - Present 

Skills 

• Proficient in Microsoft Office software
• Great with children and animals
• Excellent time management
• Punctual

References Available Upon Request 

mailto:cburg@gmail.com


*LIBERAL ARTS RESUME EXAMPLE*
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Bobby Frost 
1400 Futures Blvd. 

Aspiration, MD 20886 
Cell phone: (301) 654-9365 

bfrost@hotmail.com 

Skills Summary  
Full-time Sociology/Justice Studies student seeks to utilize time management, 
mediation, supervising, training and teamwork skills in work setting. Proficient in 
Microsoft Office software. 

Education 
Frostburg State University               Frostburg, MD        August 2014-Present 
Bachelor of Science 
Major: Sociology/Justice Studies 
GPA: 3.75/4.0 

Allegany College of Maryland            Cumberland, MD     August 2012-May 2014 
Associates Degree 
Focus: Criminal Justice 
GPA: 3.8/4.0 

Internship      
Central Intelligence Agency (CIA)     Washington, D.C.     May-August 2015 
National Clandestine Service (NCS) Intern 
• Collected human intelligence on critical international developments

Employment  
Frostburg State University             Frostburg, MD         August 2015-Present 
Resident Assistant (Full-time) 
• Supervised student residents in Cumberland Hall
• Trained student residents to develop time management and communication skills
• Was a part of the hiring process for and trained new resident assistants
• Conducted and coordinated resident meetings and programs
• Served as aid to Campus Police during overnight hours

U.S. Security Associates, Inc.          Ocean City, MD          May 2013-August 2014 
Security Officer (Full-time Seasonal) 
• Patrolled assigned areas on foot, bicycle, and/or motor vehicle
• Informed and warned violators of rule infractions (smoking, loitering, etc.)
• Watched for security breaches, facility and safety hazards, and emergency

situations
• Performed periodic checks of emergency call boxes and street lights

Activities 
• Frostburg State Security Club
• Frostburg State University Police Explorers

mailto:bfrost@hotmail.com
http://www.frostburg.edu/
http://www.frostburg.edu/


*BUSINESS STUDENT RESUME EXAMPLE*
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Amy Accountant 
aaccountant0@frostburg.edu 

Permanent Address Current Address 
P.O. Box 165  312 Cambridge Hall, FSU  
14325 Royer Road   One Sand Spring Drive  
Cascade, MD 21719  Frostburg, MD 21532-1099 
Phone: 301-xxx-xxxx Phone: 301-687-xxxx  

SKILLS SUMMARY 

Accounting major with experience in auditing, fixed assets, vouching, and bank reconciliation. Interested in employment in an 
accounting organization where these skills may be used and further knowledge of the field obtained. Willing to relocate. 

EDUCATION 

Frostburg State University Frostburg, MD 
Business  BS, Spring 20XX 
Major: Accounting  Minor: Business Administration 
GPA: 4.00/4.00 

RELEVANT COURSEWORK 

Intro Accounting I & II  Intermediate Accounting I & II  
Advanced Financial Accounting I Cost Accounting I & II 
Business Law Auditing I  Tax Accounting I 
Financial Management  Macro/Micro Economics 
Principles of Marketing  Principles of Management 
Accounting Systems  Microcomputer Applications for Business 

Hagerstown Junior College Hagerstown, MD 
General Studies   AA, Spring 20XX  
GPA: 4.00/4.00 

Graduated with High Honors: May 20XX  
Student representative on Interview Committee for prospective HJC Business Professor; Phi Theta Kappa International Honor Society; 
Hagerstown Junior College Scholastic Honors Award; Dean's List, Fall 20XX - Spring 20XX 

RELEVANT EXPERIENCE 

ALBRIGHT, CRUMBACKER, HARREL, AND MOUL  6/20XX – 20XX 
Hagerstown, MD  
Office Assistant 
Maintained office library and organized client files. Performed general office duties. 

KELLER BRUNER AND COMPANY, L.L.C.     6/20XX - 8/20XX  
Frederick, MD  
Staff Accountant (Internship) 
Performed staff level audit work including tests of controls, subsequent disbursement testing, fixed assets vouching, agreed upon 
procedures, confirmations, bank reconciliations and financial statement preparation. Assisted supervisors with Intranet homepage, SEC 
research and bookkeeping work. Completed financial statement control procedures by test-footing and proofreading statements. 

AWARDS/ AFFILIATIONS /ACTIVITIES 

Frostburg State University Dean's List, Fall 20XX - Spring 20XX   Maryland State Governor's Scholar, 20XX – 20XX 
Member of the FSU Accounting Association  Phi Theta Kappa International Honor Society 
Member of the FSU Student Alumni Ambassadors: Student Chairperson Homecoming Core Committee 
20XX District Conference FBLA Accounting II Competition, First Place, Regional; Third Place, State 
20XX AICPA Student Affiliate Member Volunteer Income Tax Assistance Program, Spring 20XX  

SPECIAL SKILLS AND CERTIFICATIONS 
(**Add any and all certifications and skills; here are a few examples**) 

QuickBooks, SAP, TaxWise, TaxACT, Access, Excel 

mailto:aaccountant0@frostburg.edu


*EDUCATION MAJOR RESUME EXAMPLE*
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EDNA E. EDUCATOR 
123 Poisonberry Lane 
Frostburg, MD  21532 
Home:  (301) 555-1234 

EDUCATION 

Bachelor of Arts in Secondary Education, August 2010 - May 2014 
Major: Physical Education (K-12) 

STUDENT TEACHING  

Indian Hollow Elementary, Cumberland, MD, March-May 2014 

 James Wood High School, Cumberland, MD, January-March 2014 
• Motivated students in Grades K-5 to increase skills and gain confidence
• Coached girl’s junior varsity basketball team
• Co-organized county track meet
• Developed hockey and volleyball units
• Created bowling and gymnastics units for Grade 11 coeds
• Promoted “Jump Rope for Heart” program for American Heart Assoc.

FIELD EXPERIENCE 

Frostburg Middle School, Frostburg, MD, September-December 2012 
• Worked with Grades 1-5 in developing basic skills
• Developed health and physical education units for Grades 6-8
• Effectively maintained organization and discipline in classes

LEADERSHIP EXPERIENCE 

Frostburg State University, Frostburg, MD, January 2011 to May 2014 
• Worked as Student Athletic Trainer with seven different collegiate
• Athletic teams which accounted for 1250 training hours
• Assessed, treated and rehabilitated a variety of athletic injuries

Student Government Association, August 2010 to May 2014 
• Motivated student involvement with campus activities as Secretary of
• The Executive Cabinet
• Addressed campus issues and initiated change as Senator

Phi Epsilon Kappa, September 2011 to May 2013 
• Served as Vice President and Secretary for national academic physical
• Education fraternity
• Promote and scheduled physical fitness events
• Organized community events for children

       WORK EXPERIENCE 

Cheerleaders Association, Houston, TX, May-August 2010 
• Monitored, organized and cared for 7-18 year-old-male and female
• Cheerleaders as Head Camp Manager and Student Trainer
• Traveled throughout the northeast to camps to various college campuses

Motor City of Cumberland, Cumberland, MD, May-August 2009 
• Handled communication services for 150 employees and performed secretarial responsibilities for the office

as Telephone Operator 

Lowes Store #321, LaVale, MD, May 2004 to August 2008 
• Promote customer relations for major hardware chain as Sales Associate

REFERENCES AVAILABLE UPON REQUEST 



*FINE ARTS RESUME EXAMPLE*
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11765 SW Snowy Lane, Beaverton, OR 97008 
240.525.5770 mmcloudland@yahoo.com 

Objective 

Seasoned and professional creator seeking a position within a company in need of an efficient, knowledgeable, 
and aspiring graphic designer/production artist committed to quality and the overall success and growth of the 
company, its individuals and its clientele. 

Experience 

Freelance Graphic Design November 2015-Present Beaverton, OR 

• Partnered with wife, Marion Jones, in freelance graphic/web design business
• Concentrated on brand imaging, logo design, and web site design

NBTY Inc. September 2010-August 2014 Carbondale, IL 
Advertising – Graphic Design/Production 

• Was sole designer for all print advertising needs for 2 vitamin divisions
• Researched and developed relationships with print vendors
• Researched and acquired appropriate stock photography

Education 

Southern Illinois University August 2011-May 2015 Carbondale, IL 
BFA in Industrial Design 
Graduated Magna Cum Laude 
Cumulative GPA: 3.819/4.0 

Parkland College August 2008-May 2011 Champaign, IL 
General Studies/Visual Arts Transfer program 
Honor Roll each semester 
Cumulative GPA: 3.758/4.0 

Software 

Adobe Creative Suite, Quark Express, iLife Suite, Logic Pro Studio, Audacity, Microsoft Office, Clients & Profits, 
Suitcase, Universal Type Manager, Font Agent Pro, Font Explorer, Genuine Fractals Pro, IBM Lotus Notes 

Organizations 

NAPP (National Association of Photoshop Professionals) 

Awards 

20XX GD USA In-House Graphic Design Award for PhysioLogics Product Catalog 

Extracurricular 

Musician, Photographer, Digital Artist, Traveler, Outdoorsman, Historian 

REFERENCES AND PROTFOLIO AVAILABLE UPON REQUEST 

mailto:mmcloudland@yahoo.com


*GRADUATE STUDENT RESUME EXAMPLE*
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Monica Flyer 
555 College Road  

Frostburg, MD 21532 
(301) 555-5555 

graduatestudent0@frostburg.edu 

OBJECTIVE 
To obtain a full time position in the computer science arena; special emphasis on Web site managing and 
database administration 

EDUCATION 
Frostburg State University, Frostburg, MD 
Master of Science in Computer Science  Spring 20XX 

– GPA: 3.2
– Thesis Topic: Relational Databases

Frostburg State University, Frostburg, MD 
Bachelor of Science in Computer Science Spring 20XX 

– GPA: 3.0

COMPUTER SKILLS 
Extensive knowledge of Mac Operating Systems and Windows Operating Systems 
Extensive knowledge PHP, ASP, Cold Fusion, MySQL, Oracle, MS Access, FLASH, HTML, and 
Javascript 

WORK EXPERIENCE 
Pullen Hall Computer Lab Assistant Fall 20XX – Present 
Frostburg State University, Frostburg, MD 

– Assist students with computer needs
– Troubleshoot computer lab problems
– Aid the computer lab manager
– Open and close computer labs when needed

Freelance Web Site Designer Spring 20XX – Present 
– Build and maintain dynamic Web sites (database driven)

ACTIVITIES 
Member of the Video Gaming Club Fall 20XX – Present 
Frostburg State University, Frostburg, MD 

– Set up computer network for game nights

VOLUNTEER EXPERIENCE 
Computer Club Web master  Fall 20XX – Spring 20XX 
Frostburg State University, Frostburg, MD 

– Maintained the Computer Club Web site

CONFERENCES ATTENDED 
Worldwide Developers Conference, San Francisco, CA June 20XX 

Portfolio of Web Projects and References Available Upon Request 



*CURRICULUM VITAE EXAMPLE*
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John Smith  
Street, City, State, Zip 
Phone: 555-555-5555 
Cell: 555-666-6666 
email@email.com 

Objective: 
Assistant Professor, Psychology 

Education: 
Ph.D., Psychology, University of Minnesota, 2006 
Concentrations: Psychology, Community Psychology 
Dissertation: A Study of Learning Disabled Children in a Low Income Community 

M.A., Psychology, University at Albany, 2003 
Concentrations: Psychology, Special Education 
Thesis: Communication Skills of Learning Disabled Children 

B.A, Psychology, California State University, Long Beach, CA, 2000 

Experience: 
Instructor, 2004 - 2006 
University of Minnesota 
Course: Psychology in the Classroom 

Teaching Assistant, 2002 - 2003 
University at Albany 
Courses: Special Education, Learning Disabilities 

Research Skills: 
Extensive knowledge of SPSSX and SAS statistical programs. 

Presentations: 
Smith John (2006). The behavior of learning disabled adolescents in the classrooms. Paper presented at the Psychology 
Conference at the University of Minnesota. 

Publications: 
Smith, John (2005). The behavior of learning disabled adolescents in the classroom. Journal of Educational Psychology, 
120 - 125. 

Awards and Honors: 

• Treldar Scholar, 2005
• Academic Excellent Award, 2003

Skills and Qualifications: 

• Microsoft Office, Internet
• Programming ability in C++ and PHP
• Fluent in German, French and Spanish



How to Create a Federal Style Resume 
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In addition to specific information requested on the vacancy announcement, here’s what your Federal Style 
Resume must include: 

Job Information 

• Announcement number, title and grade(s) of the job you are applying for

Work Experience 
Give the following information for your paid and non-paid work experience related to the job you are applying 
for: 

• Job title
• Employer name and address
• Supervisor name and phone number
• Starting and ending dates
• Hours per week
• Salary
• Duties and accomplishments (Do not send job descriptions)
• Indicate if the current supervisor can be contacted

Personal Information 

• Full name, mailing address (with zip code), day and evening phone numbers (with area codes) and an
email address (if available)

• Social Security Number
• Country of citizenship
• Highest federal civilian grade held (provide job series)

Education 

• High School
• Name, city and state
• Date of diploma or GED
• Colleges or universities
• Majors
• Type and year of degree(s) received (If no degree, show total credits earned and indicate whether

semester or quarter hours)
• Submit a copy of your college transcript only if the Vacancy Announcement requests it

Other Qualifications 

• Job related training courses (title and year)
• Job related skills (ex. Other languages, computer software/hardware, tools, machinery, typing speed)
• Job related certificates and licenses (current only)
• Job related honors, awards and special, accomplishments (ex. Publications, memberships in professional

or honor societies, leadership activities, public speaking, and performance awards)
****Give dates, but do not send documents unless requested****

References 
(Optional) 
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Cora B. McGuire 
75 Steep Street          Cell: 301-268-5517 
Frostburg, MD 21532 Email: cbmcguire0@yahoo.com 

SSN: 555-55-5588 

Vacancy Identification:  D92091 
Job Title and Grade: Military Pay clerk / Technician GS-0545/ 04-07 

U.S. Citizen: Yes 
Veteran’s Preference: No 

Federal Employee: No 
Highest Federal Citizen Grade Level: N/A 

WORK EXPERIENCE: 

Infosperix / Participant Services Call Representative     10/ 2014 – 05/2015 
1st Universal Drive                    Hours / Week: 24 
Frostburg, MD, 20746              Salary $ 7,200 / year 

     Supervisor: Lore Fox 
          Telephone: 301-663-6028 

         Ok to contact: Yes  

Worked on the Thrift Saving Plan contract as a call representative. Assisted federal employees and military with the 
balance of their account. Reviewed general loans and residential loans for the participants to make sure it was filled out 
correctly. Offered information on Tsp contributions limits, IRS Elective Deferrals Limits, Loan interest rate index, 
Annuity Interest rate index and other important Tsp changes.  

Also process written request to the board if the participant has anything wrong with their account due to tsp mistake. Also 
provide the military and Federal employees their daily funds information and where the stock market is, and the value of 
each share.  

Accomplishments: 

• Received employee compliment calls several times.
• Received fastest talk time once during the period of employment.
• Showed outstanding attendance.
• The ability to calm down angry participant
• Learning the material in a short period of time while being a full time student.

mailto:cbmcguire0@yahoo.com
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WIC / Nutrition Technician                           05/2006-08/2008 
14th ST. Columbia Heights            Hours/ Week: 40  
N.W D.C 2009          Salary $ 28,000 / year   

Supervisor: Tony Baker  
         Telephone:  202-456-0304    

         Ok to contact: Yes  

Filed client medical records and was charge of scheduling appointment for the program. Also determine if the participants 
are eligible to apply for the program. Handle distribution of WIC vouchers and help assist the supervisor with any extra 
work that she needs to be done.  

Accomplishments: 

• Adapted to Spanish speaking culture within weeks.
• Learning how to maintain a clinic by myself.
• Ensured under privileged mother and children within the best customer service and information on WIC program.

EDUCATION: 

College:   Frostburg State University, Frostburg, MD 
Major field of study:  Accounting 
Type and year of degree(s) received: Bachelors, Business Administration, May 2015 
GPA: 3.8/4.0 
Courses:    Financial Accounting, Managerial Accounting, Legal Environment of 

Business, Financial Management, Career and Professional Development 
I & II, Management of Organizations, Operations Management, 
Leadership in Human Behavior, Business Ethics and Social 
Responsibility, Business Policy and Strategy, Principles of Marketing, 
Software Applications for Business, Accounting Systems, Intermediate 
Accounting I – III, Cost Accounting, Auditing, Advanced Financial 
Accounting, Tax 

High School: Eleanor Roosevelt High School, Greenbelt, MD 
Type and year of degree(s) received:  Diploma, May 2006 

OTHER QUALIFICATIONS: 

Job related skills (ex. Other languages, computer software/hardware, tools, machinery, typing speed) 
CPR Certified 
Software: Microsoft Office, QuickBooks, SAP, TaxWise, TaxACT 
Fluent in Spanish – reading, writing, speaking 
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KY L E  W.  FRO S T Y 17 N. Ridgeview, Apt. #472    Sometown, CA 90000 
(555) 555-5555    someone@somedomain.com 

Profile Decorated police officer transitioning from the US Marine Corps Military Police (MP) to civilian 
law enforcement -- tour of duty ends December 2015. Highly motivated to leverage five years of 
achievements during MP career to provide dedicated service for a city or county police department. 
Qualifications include a BA in criminal justice; comprehensive field training; and extensive 
experience in safety patrol, security details, undercover investigations, and public-service activities. 

Key Skills — Law Enforcement & Public Safety 
— Emergency Planning & Response 
— Security/Surveillance Operations 
— Criminal Investigations 

— Crime Prevention 
— Traffic Patrol 
— Evidence Collection 
— Defensive Tactics 

— Counterterrorism Strategies 
— Firearms Safety & Handling 
— Interviews & Interrogations 
— Crime Scene Management 

Experience us marine corps — Current Assignment: Camp Pendleton / Previous Deployment: Iraq 
Military Police Officer, December 2010 to Present 
Awarded MP position at the culmination of 12-week basic training and an additional 12 weeks of 
intensive, specialized MP training. Currently serve as a Military Police officer protecting lives 
and property, patrolling military base and preserving law and order at Camp Pendleton USMC 
Base. Previously supported battlefield operations and provided area/convoy security during 
overseas assignment in Iraq (Operation Iraqi Freedom).  

Key Results:  Earned consistent commendations for devotion to duty with citations for excellence in
rapidly resolving crisis situations, upholding law and order, relating effectively with
culturally diverse populations, and protecting property and lives.

 Fulfilled a range of MP duties for both combat and peacekeeping missions. Gained
proficiencies and experience in: traffic accident first-responder/investigations, police patrol,
ticket/report writing, felony traffic stops, search and seizures, criminal investigations and
suspect interviewing/fingerprinting/processing.

 Selected for elite security details providing dignitary protection for visiting generals,
members of Congress and other high-ranking officials.

 Infiltrated illegal drug ring operating on base and participated in undercover surveillance
and “sting” operation leading to the arrest, prosecution, and incarceration of guilty parties.

Recognition 
& Awards 

 Honored with three USMC Commendation Medals for heroic/life-saving acts of bravery
(2011/2013), Good Conduct Medal (2015) and Combat Action Badge (2013).

 Earned Expert Marksman Awards in both small arms and assault weapons.
 Graduated #3 in MP class, earning honors in marksmanship, mastery of the Uniform Code of

Military Justice (UCMJ), patrol procedures, and physical fitness.

Education & 
Credentials 

Sometown State University — Sometown, CA 
BS in Criminal Justice — August 2011 – May 2015 
GPA: 3.7/4.0 

Certifications 
& Clearances: 

 Certified in first aid/CPR, traffic accident investigations, preliminary breath test (PBT) and
Intoxilyzar 5000, and handcuffing/flexi-cuff procedures

 Weapons certifications: MP 9mm pistol, M4 carbine, 12-gauge shotgun, Taser X26/M26
 Secret Security Clearance

MP Training 
Highlights: 

— Security Police Tactics 
— Criminal Investigations 
— Situational Training 

— Weapons Handling 
— Levels of Force 
— Civil Disturbance 

— Urban Area Force Protection 
— Personal Security Detail 
— Conflict Management 



19



20



*COVER LETTER EXAMPLE*
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Your Contact Information 
Your Name  

Your Address  
Your City, State, Zip Code  

Your Phone Number  
Your Email Address 

Date 

Employer Contact Information 
Name  
Title  
Company 
Address  
City, State, Zip Code  

Salutation 

Dear Mr./Ms. Last Name: 

Body of Cover Letter 

The body of your cover letter lets the employer know what position you are applying for, why the employer should 
select you for an interview, and how you will follow-up.  

First Paragraph:  
The first paragraph of your letter should include information on why you are writing. Mention the position you are 
applying for. Include the name of a mutual contact, if you have one. Be clear and concise regarding your request. 
Convince the reader that they should grant the interview or appointment you requested in the first paragraph.  

Middle Paragraphs:  
The next section of your cover letter should describe what you have to offer the employer. Make strong connections 
between your abilities and their needs. Mention specifically how your skills and experience match the job you are 
applying for. Remember, you are interpreting your resume, not repeating it. Try to support each statement you make 
with a piece of evidence. Use several shorter paragraphs or bullets rather than one large block of text.  

Final Paragraph:  
Conclude your cover letter by thanking the employer for considering you for the position. Include information on how 
you will follow-up. State that you will do so and indicate when (one week's time is typical). You may want to reduce 
the time between sending out your resume and follow up if you fax or e-mail it.  

Complimentary Close: 

Respectfully yours, 

Signature: 

Handwritten Signature (for a mailed letter) 

Typed Signature 
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DINING OUT 
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I. Proper Etiquette 
A. Arrangements 

o When making dining arrangements, find out:
 Time – be prompt
 Location to be picked up/meet up at
 Type of restaurant; casual or dressy

B. Entering 
o Allow host to make arrangements with the

restaurant
o Follow host’s cue on where to sit
o Allow women to be seated first

C. After You Are Seated 
o Unfold large napkin in half, and place in lap
o During meal, place napkin on chair if you

leave the table, and on either side of your
plate when meal is finished

o Do not use napkin as a handkerchief

D. Ordering 
o Follow the host’s cue for ordering drinks

 Remember: drinking alcohol hinders
decision making

 Don’t order the most expensive item
on the menu

 Avoid messy food; Order food that
can be eaten with a fork

E. Serving 
o Expect the waiter to serve from the left and

remove empty dishes from the right
 Do not move empty dishes to the

side or hand them to the waiter
o The utensils are arranged in the order that

they will be used
 Use them from the outside in

o Take your cue from the host to begin eating
 It is polite to wait until everyone is

served before proceeding
 In large groups (six or more), the

host may suggest that the first
served begin eating

II. Do’s and Don’ts for Dining Out
• Do

o Remember that your actions are being
observed

o Use your best manners and choice vocabulary
o Cut only one bite of food at a time
o Break a whole slice of bread at least in half

after putting it on the plate
o Pass the salt and pepper together

• Don’t
o Reach – Ask for items to be passed
o Talk or drink with your mouth full of food
o Sprinkle salt and pepper all over your food

without tasting it first 
o Use the salad plate for bread and butter
o Request ketchup for anything other than a

hamburger 
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It is not enough to have solid answers for only these questions. You need to be prepared for the full spectrum of questions that may be 
presented. For further practice, make sure you go through a mock interview. 

1. Tell me about yourself.
2. Tell me about your experience.
3. What is your most important accomplishment to date?
4. How would you describe your ideal job?
5. Why did you choose this career?
6. When did you decide on this career?
7. What goals do you have in your career?
8. How do you plan to achieve these goals?
9. How do you personally define success?
10. Describe a situation in which you were successful.
11. What do you think it takes to be successful in this career?
12. What accomplishments have given you the most satisfaction in your life?
13. If you had to live your life over again, what one thing would you change?
14. Would you rather work with information or with people?
15. Are you a team player?
16. What motivates you?
17. Why should I hire you?
18. Are you a goal-oriented person?
19. Tell me about some of your recent goals and what you did to achieve them.
20. What are your short-term goals?
21. What is your long-range objective?
22. What do you see yourself doing five years from now?
23. Where do you want to become ten years from now?
24. Do you handle conflict well?
25. Have you ever had a conflict with a boss or professor? How did you resolve it?
26. What major problem have you had to deal with recently?
27. Do you handle pressure well?
28. What is your greatest strength?
29. What is your greatest weakness?
30. If I were to ask one of your professors (or a boss) to describe you, what would he or she say?
31. Why did you choose to attend your college?
32. What changes would you make at your college?
33. How has your education prepared you for your career?
34. What were your favorite classes? Why?
35. Do you enjoy doing independent research?
36. Who were your favorite professors? Why?
37. Why is your GPA not higher?
38. Do you have any plans for further education?
39. How much training do you think you’ll need to become a productive employee?
40. What qualities do you feel a successful manager should have?
41. Why do you want to work in the _____ industry?
42. What do you know about our company?
43. Why are you interested in our company?
44. Do you have any location preferences?
45. How familiar are you with the community that we’re located in?
46. Are you willing to relocate? In the future?
47. Are you willing to travel? How much?
48. Is money important to you?
49. How much money do you need to make to be happy?
50. What kind of salary are you looking for?

Don’t just read these questions, practice and rehearse the answers. Don’t let the employer interview be the first time you actually 
formulate an answer in spoken words. It is not enough to think about them in your head, practice! Sit down with a friend, a significant 
other, or your roommate (an especially effective critic, given the amount of preparation to date) and go through all of the questions.  

www.collegegrad.com/jobsearch/Mastering-the-Interview/Fifty-Standard-Interview-Questions/ 
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Here is a list of sample behavioral-based interview questions: 

• Describe a situation in which you were able to use persuasion to
successfully convince someone to see things your way.

• Describe a time when you were faced with a stressful situation that
demonstrated your coping skills.

• Give me a specific example of a time when you used good judgment and
logic in solving a problem.

• Give me an example of a time when you set a goal and were able to meet
or achieve it.

• Tell me about a time when you had to use your presentation skills to
influence someone's opinion.

• Give me a specific example of a time when you had to conform to a policy
with which you did not agree.

• Please discuss an important written document you were required to
complete.

• Tell me about a time when you had to go above and beyond the call of
duty in order to get a job done.

• Tell me about a time when you had too many things to do and you were
required to prioritize your tasks.

• Give me an example of a time when you had to make a split second
decision.

• What is your typical way of dealing with conflict? Give me an example.
• Tell me about a time you were able to successfully deal with another

person even when that individual may not have personally liked you (or
vice versa).

• Tell me about a difficult decision you've made in the last year.
• Give me an example of a time when something you tried to accomplish

and failed.
• Give me an example of when you showed initiative and took the lead.
• Tell me about a recent situation in which you had to deal with a very upset

customer or co-worker.
• Give me an example of a time when you motivated others.
• Tell me about a time when you delegated a project effectively.
• Give me an example of a time when you used your fact-finding skills to

solve a problem.
• Tell me about a time when you missed an obvious solution to a problem.
• Describe a time when you anticipated potential problems and developed

preventive measures.
• Tell me about a time when you were forced to make an unpopular

decision.
• Please tell me about a time you had to fire a friend.
• Describe a time when you set your sights too high (or too low).
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QUESTIONS YOU MAY ASK THE INTERVIEWER
Does an interview consist only of the interviewer asking questions? No! You will have an 
opportunity to ask questions. Make sure they are good ones.  

Following is a list of the Top Five Questions to ask in each type of interview: 

Human Resources (HR):  

• Can you tell me more about the position and the type of person you are seeking?
• Tell me about an employee in your organization who is considered to be an

outstanding employee. What makes that person special?
• What would you consider to be exceptional performance from someone performing in

this position in the first 90 days?
• How does my background compare with others you have interviewed?
• I feel my background and experience are a good fit for this position and I am very

interested. What is the next step?

Peer Interview: 

• Why did you decide to join this company?
• What were your initial expectations? Were they met?
• How have your expectations changed over time?
• What do you consider your company's strengths and weaknesses?
• What can you tell me about working for your manager?

Hiring Manager Interview: 

• Can you tell me more about the position and the type of person you are seeking?
• What are the measurements for success within your organization?
• How are you measured as a manager?
• What can I do to make you successful?
• What will be the measurements of my success in this position?
• I feel my background and experience are a good fit for this position and I am very

interested. I am ready to consider your best offer!

OK, that last one isn't a question. But if you haven't said it yet, you better say it at the end 
of the interview!

From: http://www.collegegrad.com/questions/index.shtml 
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Frequently Asked Questions: Thank-You Notes to Employers 
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Q:  When are thank you notes appropriate? 

A: Thank you notes are never inappropriate. You should always write a thank you note after any interview 
you have for a post-graduate job, fellowship, clerkship or volunteer opportunity.1 Thank you letters should be 
brief and sent as soon as possible after your interview.  

Q:  When should I send a thank you note? 

A: Send the note as soon as possible after the interview – waiting too long almost negates the purpose. 

Q:  Do I write a handwritten note, an email or a typed letter? 

A:  The form your thank you note should take really depends on your style and relationship with the 
employer. Generally, thank you letters should be word processed on 8 1/2" x 11" heavy bond paper and should 
follow proper business format. Some employers feel that a thank you note sent via e-mail is sufficient, while 
others feel that a letter sent through snail mail is more appropriate. You may also choose to handwrite a thank 
you on note paper or note cards if you know the employer personally, but should probably only do so if your 
handwriting is neat and legible.  

No matter what form you choose to send the note in, there are three must-dos in every thank you note: 

• Personalize the note: Be specific in the note and mention a topic that you spoke with your
interviewer about. Make sure that if you send multiple notes to different attorneys with the same
employer each note does not sound the same;

• Double check that all names are spelled correctly;
• Check that there are no other misspellings or errors.

Q:  I participated in the Career & Internship Fair and had 12 first-round interviews. Do I have to 
write a thank-you note for each interview?  

A: Many recruiters from employers that participate in the fair feel that it is not expected or necessary for 
you to send thank you notes after first-round interviews. 

Q: I had six call-back interviews to companies with whom I interviewed with at the Career & 
Internship Fair. To whom (or which companies) do I write thank you notes? 

A:  You should always write a thank you note for call-back interviews. You can write a note to everyone 
you met, or write only to one key person and ask that your thanks be passed on to the other people with whom 
you met. In addition, you should name the other individuals with whom you met and indicate that you enjoyed 
meeting with them: “Please convey my thanks to Ms. Smith, Mr. Jones and Ms. Washington as well – I really 
enjoyed meeting them.”  

Q:  I had an interview three days ago and have already heard from the employer that I did not get the 
job. Do I still write a thank-you note?  

A: Generally if you have already been rejected from an interview it is not necessary to write a thank you 
note. However, the employer may have future positions for which you qualify, so it is important to maintain 
contacts, so you may decide you want to write a note anyway.  

Please feel free to contact the Career Services Office with any further questions. 

From: http://www.northeastern.edu/law/pdfs/career-services/sample-thankyou.pdf 
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7 Apple Court 
Eugene, OR 97401 

503-555-0303 

February 15, 2007 

Mr. Archie Weatherby  
California Investments, Inc. 
25 Sacramento Street 
San Francisco, CA 94102 

Dear Mr. Weatherby, 

Thank you for taking the time to discuss the insurance broker position at California 
Investments, Inc., with me. After meeting with you and observing the company's 
operations, I am further convinced that my background and skills coincide well with your 
needs.  

I really appreciate that you took so much time to acquaint me with the company. It is no 
wonder that California Investments retains its employees for so long. I feel I could learn a 
great deal from you and would certainly enjoy working with you.  

In addition to my qualifications and experience, I will bring excellent work habits and 
judgment to this position. With the countless demands on your time, I am sure that you 
require people who can be trusted to carry out their responsibilities with minimal 
supervision.  

I look forward, Mr. Weatherby, to hearing from you concerning your hiring decision. 
Again, thank you for your time and consideration.  

Sincerely, 

John Oakley 

Sample Thank you Letter 
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A Thank You Letter that Builds on Strengths of the Interview 

7 Apple Court 
Eugene, OR 97401 

503-555-0303 

February 15, 2007 

Dr. David Kresgee 
Great Fault Labs  
5 Main Street 
San Francisco, CA 94102 

Dear Dr. Kresgee: 

I'd like to thank you for talking with me about the research- assistant position in your 
seismology lab. I truly appreciate all the time and care you took in telling me about the 
job and learning more about me.  

I'm so pleased that you agree that my senior research project in seismology provides me 
with excellent experience for this position. I am eager to bring my passion for seismology 
to the research-assistant position, and I am convinced the knowledge and experience I've 
already cultivated make me the best researcher for the job.  

I very much look forward to learning of your decision soon. Please feel free to contact me 
if you need more information about my qualifications.  

Thank you again for the exhilarating interview. 

Sincerely, 

John Oakley 
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Looking for a sample thank you letter for after the interview? Something that says, "Thanks but no thanks"? 
You need a thank you letter that declines the job offer but keeps the door open for other jobs you might want. Here's 
an example of a situation that you might need to write one of these. 

I Need Help With My Thank You Letter After the Interview
“I went on an interview and feel it went well, although the position is not what I had hoped it to be. I don't want to 
pursue this job and want to write a “thank you” but “no thanks” thank you letter.

How do I write a polite “thank you for your time” letter and include in the same letter, “I am not interested in this 
job but am open to one more suited for my career path.”” 

Sample Thank You Letter After the Interview: "Thanks 
But No Thanks" 
It is smart to write a thank you letter after the interview, even if you don't want the job they're offering you. It shows 
that you're a considerate person, and it may keep you in the running for other jobs that come up in the future at the 
company. 

Here's a sample thank you letter that professionally turns down the job position. Feel free to use this as a starting 
point. 

Dear _____ (name of interviewer), 
Thank you for the job interview last week for _____ (the job you interviewed for). I very much appreciated learning 
about your company and the projects you're currently working on. In the course of our meeting it became clear to 
me that the _____ (job you interviewed for) position is not a good match for me, as my career goal is to move into 
_____ (your desired line of work). 
If a position in _____ (your desired line of work) should open up, please consider me for the job. I would very much 
like to work in your organization. 

I wish you the best in filling the _____ (job you are turning down) position. 
Thank you! 
_____ (Your name) 

With a thank you letter like this, the employer is apt to keep you in mind for another position. Who knows, you 
might hear back from him right away with a better offer. 

Taken from http://susanireland.com/job-lounge/sample-thank-you-letter-after-interview-no-thanks/ 

http://susanireland.com/job-lounge/sample-thank-you-letter-after-interview-no-thanks/
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The Two-Step Process for Turning Down a Job Interview 
Opportunity 
Turn down this opportunity verrrryyy carefully! You don’t want to burn bridges. Think of this 
as a thank you note (actually, it is a thanks-but-no-thanks note). 
Respond quickly and carefully (!) in writing via email. Your written message documents your 
response and the reason for your response. 
1. Be diplomatic. Don’t burn bridges, and don’t tell lies. This employer or these people

may be exactly right for you at some point in the future, and you don’t want to have
future opportunities disappear because this one made a bad impression.

2. Suggest another candidate. If the organization has a good reputation, check with
appropriate members of your network to see if anyone is interested in a referral. You
can help a friend and also make a few brownie points with the recruiter or employer,
too.

3. Keep a copy of the message in case you need it later (like for a possible future
connection with this organization or these people).

4. Send it to your primary contact, probably the HR person or the recruiter. If you have
already been in contact with the hiring manager or other staff members, send separate
messages to all of them.

5. Follow up. After you’ve sent your thanks-but-no-thanks messages, follow up with a call
to confirm receipt of your message.

Sample rejection message: 
Subject: Interview invitation for [job title] [job requisition number, or other unique identifier, if 
you have it] 
Dear [name of person ]. 
I greatly appreciate the opportunity to interview for [job title] and learn more about your 
organization. 
However, at this time I regret that I must decline. [because you accepted a job elsewhere or 
something vague but not nasty or give no reason at all.] 
My friend [name] is a very good fit for this opportunity. You can reach [her/him] at [personal 
email address and, possibly, personal cell phone number]. 
Perhaps the timing will be better at some point in the future.  
Please reply so that I know you have received this message. 
Best regards, 

If you want to be really thorough, you can also print a formal thanks-but-no-thanks, and 
send it via snail-mail, perhaps registered with return-receipt-requested so that you have 
proof you did your best to respond to their invitation. 
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Telephone Follow-Up 
You don’t want to leave the situation open on their end, so call them to be sure they 
received your email. Prepare for the phone call, and use your message as the script. Leave 
a voice mail if you must. If pressed for the reason you are turning down the opportunity to 
interview with them, say that the time is just wrong in this instance, given what else is going 
on in your job search. And, if pressed for what is going on in your job search, simply state 
that you are pursuing other opportunities. If you have suggested another candidate for the 
job, recommend that they contact the other candidate. Ask them if they would like more 
information about that person. 

Taken from http://www.workcoachcafe.com/2015/02/09/turn-job-interview/ 

http://www.workcoachcafe.com/2015/02/09/turn-job-interview/
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www.collegecentral.com/frostburg 
STUDENT REGISTRATION INSTRUCTIONS (freshman/transfer) 

All students are eligible to use the Frostburg State University online job board after completing the following 
registration process through a site that has been specially designed by College Central Network. Follow these 
simple steps: 

• Go to:  www.collegecentral.com/frostburg 
• Select the Student icon, and read the information and announcements on the next screen. 

• Students should register for a personalized experience in your job/internship search.   
All new students to Frostburg University have been pre-registered. Use the “Activate” link to 
access your account for the first time 
NOTE: The access ID is your student ID number.  

• Should your account not come up, click the create account button and register.  You may 
always call our office at 301-687-4403. 

REGISTRATION ENTRY  

• Employers will search on the registration information to choose appropriate candidates, so be 
as thorough as possible in completing the registration information. A resume must be uploaded 
for an employer to be able to find your information when they search. 

JOB SEARCH 
 
• From your homepage, select Search for Jobs/Opportunities Posted to My School, enter 

criteria specific to the type of job you are seeking, and then Begin Search. You may also 
search for jobs in CCN’s Jobs Central, our national jobs database, and search for internships 
via Intern Central. 

 
Note: When conducting a job search using CCN, be aware that by selecting several search criteria you are 
narrowing your search.  It is a good idea to conduct a focused search, but also try searching different criteria. 
 

• To monitor your job search, select View My Job Search History. 

• Complete the Report Offers/Hires when you are offered a job. 

• Review the Career Document and Media Libraries to get additional job search and career 
development tips via documents, podcasts, and videos. Read the Headlines for more info. 

RESUME ENTRY 

• On your homepage, select Upload a Resume or Build a Resume and follow the instructions.  
If you do not upload a resume, employers will not be able to find you when they search for 
candidates and you may miss out on great opportunities. 

CREATE A PORTFOLIO 

• Build a portfolio to show prospective employers samples of your work and achievements and to 
get an edge on the competition. 

• Include examples of items highlighted on your resume. 
 
You can visit the CCN site at anytime, 24/7. To login, after selecting the Student icon from the homepage, select 
Sign In on the” next screen. Enter your Access ID and Password. If needed, go to “Forgot your Access ID” and it will 
be emailed to you, or “Forgot your Password”, to reset your password. Be sure to keep your information and resume 
up to date so employers will be searching accurate information and see your most current resume. 
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www.collegecentral.com/frostburg 

 
STUDENT REGISTRATION INSTRUCTIONS (for sophomores, juniors & seniors) 

All students are eligible to use the Frostburg State University online job board after completing the following registration 
process through a site that has been specially designed by College Central Network. Follow these simple steps: 

• Go to:  www.collegecentral.com/frostburg 
• Select the Student icon, and read the information and announcements on the next screen. 
• All upperclass students who have never used our CCN services, use the “Create Account” button. 
• Once you have created or activated your account, enter your ID and Password and use “Sign in." 
• NOTE: The access ID is your student ID number. 

REGISTRATION ENTRY  

• Complete all requested information on the registration form. Employers will search this information to 
choose appropriate candidates, so be as thorough as possible.   

• Be sure to select the degree and major that you are pursuing so that the Job Agent can notify you of jobs 
posted to your school that match your interests. 

JOB SEARCH 
 
• From your homepage, select Search for Jobs/Opportunities Posted to My School, enter criteria 

specific to the type of job you are seeking, and then Begin Search. You may also search for jobs in 
CCN’s Jobs Central, our national jobs database, and search for internships via Intern Central. 

 
Note: When conducting a job search using CCN, be aware that by selecting several search criteria you are narrowing your 
search. It is a good idea to conduct a focused search, but also try searching different criteria. 
 

• To monitor your job search, select View My Job Search History. 

• Complete the Report Offers/Hires when you are offered a job. 

• Review the Career Document and Media Libraries to get additional job search and career development 
tips via documents, podcasts, and videos. Read the Headlines for more info. 

RESUME ENTRY 

• On your homepage, select Upload a Resume or Build a Resume and follow the instructions.  If you do 
not upload a resume, employers will not be able to find you when they search for candidates and you may 
miss out on opportunities. 

CREATE A PORTFOLIO 

• Build a portfolio to show prospective employers samples of your work and achievements and to get an 
edge on the competition. 

• Include examples of items highlighted on your resume. 
 
You can visit the CCN site at any time, 24/7. To login, after selecting the Student icon from the homepage, select Sign 
In on the” next screen. Enter your Access ID and Password. If needed, go to “Forgot your Access ID” and it will be 
emailed to you, or “Forgot your Password”, to reset your password. 
Be sure to keep your information and resume up to date so employers will be searching accurate information and see your most 
current resume. 
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www.collegecentral.com/frostburg

ALUMNI REGISTRATION INSTRUCTIONS 
All alumni are eligible to use the Frostburg State University online job board after completing the following 
registration process through a site that has been specially designed by College Central Network. Follow these 
simple steps: 

• Go to:  www.collegecentral.com/frostburg
• Select the Alumni icon, and read the information and announcements on the next page.
• Go to the Create Account link.
• Create an Access ID and a Password that you will remember then Continue Registration.

REGISTRATION ENTRY 

• Complete all requested information on the registration form. Employers will search this
information to choose appropriate candidates, so be as thorough as possible.

• Be sure to select the degree and major that you are pursuing so that the Job Agent can notify
you of jobs posted to your school that match your interests.

JOB SEARCH 

• From your homepage, select Search for Jobs/Opportunities Posted to My School, enter
criteria specific to the type of job you are seeking, and then Begin Search.  You may also
search for jobs in CCN’s Jobs Central, our national jobs database, and search for internships
via Intern Central.

Note: When conducting a job search using CCN, be aware that by selecting several search criteria you are 
narrowing your search. It is a good idea to conduct a focused search, but also try searching different criteria. 

• Your personal Job Agent runs every day and opportunities that might match your qualifications
are prominently displayed.

• To monitor your job search, select View My Job Search History from your homepage.

• From your homepage, complete the Report Offers/Hires when you are offered a job.

• Review the Career Document and Media Libraries to get additional job search tips and
company info in printed form, podcasts, and videos.

RESUME ENTRY 

• On your homepage, select Upload a Resume or Build a Resume and follow the instructions.
If you do not upload a resume, employers will not be able to find you when they search for
candidates and you may miss out on opportunities.

CREATE A PORTFOLIO 

• Build a portfolio to show prospective employers samples of your work and achievements and to
get an edge on the competition. Include examples of items highlighted on your resume.

You can visit the Web site at anytime, 24/7. To login, after selecting the Alumni icon from the homepage, 
select Sign In on the next screen. Enter your Access ID and Password. If you forget your ID or Password, go 
to the login screen to access it. Be sure to keep your information and resume up to date.   

Registrations and resumes that have not been updated in 18 months will be purged from the database. 
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	LANGUAGE SKILLS (Extensive Travel/Living Abroad Experience)
	HONORS AND AWARDS
	VOLUNTEERISM


	ADDITIONAL WORK HISTORY (reverse chronological, one-liners)

	Sample Federal Resume-Cora McGuire
	Sample Fine Arts Resume-Mary Cloudland
	Sample Graduate Student Resume-Monica Flyer
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	Frostburg, MD 21532
	(301) 555-5555
	graduatestudent0@frostburg.edu
	OBJECTIVE
	COMPUTER SKILLS
	WORK EXPERIENCE
	ACTIVITIES
	VOLUNTEER EXPERIENCE
	CONFERENCES ATTENDED
	Portfolio of Web Projects and References Available Upon Request


	SampleResume - Amy Accountant
	SKILLS SUMMARY
	EDUCATION
	RELEVANT COURSEWORK
	RELEVANT EXPERIENCE
	AWARDS/ AFFILIATIONS /ACTIVITIES
	Member of the FSU Accounting Association     Phi Theta Kappa International Honor Society
	Member of the FSU Student Alumni Ambassadors: Student Chairperson Homecoming Core Committee
	20XX District Conference FBLA Accounting II Competition, First Place, Regional; Third Place, State
	20XX AICPA Student Affiliate Member     Volunteer Income Tax Assistance Program, Spring 20XX
	SPECIAL SKILLS AND CERTIFICATIONS

	SampleResume-Bobby Frost
	Education
	Frostburg State University               Frostburg, MD        August 2014-Present
	Internship
	Central Intelligence Agency (CIA)     Washington, D.C.     May-August 2015
	Employment
	Frostburg State University             Frostburg, MD         August 2015-Present

	SampleResume-Catherine Burg
	How to Create a Federal Style Resume
	cover letter template
	Dining Out
	Fifty Standard Interview Questions Employers may Ask
	It is not enough to have solid answers for only these questions. You need to be prepared for the full spectrum of questions that may be presented. For further practice, make sure you go through a mock interview.

	Sample Behavioral Questions
	QUESTIONS YOU MAY ASK THE INTERVIEWER
	Frequently Asked Questions about Thank You Letters
	Sample Thank you letter
	A Thank You Letter that Builds on Strengths of the Interview
	A Thank You Letter that Builds on Strengths of the Interview
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	How to turn down job position
	I Need Help With My Thank You Letter After the Interview “I went on an interview and feel it went well, although the position is not what I had hoped it to be. I don't want to pursue this job and want to write a “thank you” but “no thanks” thank you l...
	Sample Thank You Letter After the Interview: "Thanks But No Thanks"
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