
 
 

Resume Rescue:  
Turn Your Resume Into a 

Winner 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjMzKDU0K3PAhWFeSYKHdoJCCEQjRwIBw&url=http://maysblogs.tamu.edu/careermanagement/2011/04/13/combine-sizzle-and-steak-in-your-resume-writing/&bvm=bv.133700528,d.eWE&psig=AFQjCNE3VFOKtXVoUSqLnLyW3UKV9dmu3g&ust=1474999518225000


Your Marketing Document 
Think about YOU: Work History, Volunteer History,  

Organization Involvement & Coursework 

Experience 

• Work:            Cash, Inventory, Accounts Payable/Receivable 

• Coursework: Accounting, Finance, Economics 

• Example:       Responsible for AP/AR vs. Responsible for AP/AR of 150     
             Companies 

People 

• Work:            Customers, Team Members, Supervise, Train 

• Coursework: Human Relations, Organizational Development 

• Example:       Teamwork vs. Member of a 4 person team responsible   
             for presenting findings to the board of directors 

Skills 

• Soft:         Public Speaking, Leadership, Listening, Creativity 

• Hard:       Software Programs, Equipment 

• Example: Microsoft Office Suite: Microsoft Word, Excel, PowerPoint,     
       Publisher, and Access  



Chronological Resume 

•Most common 

• Easiest to prepare 

• Emphasis employment, experience and 
history 

• In reverse chronological order 



CHRONOLOGICAL RESUME BASICS 

ÇHeader 
ÇProfessional Summary or Objective 
ÇEducation, Coursework 
ÇRelated Work, Internship and Volunteer    

Experience 
ÇSkills 
ÇHonors and Activities 
ÇWork History 
 



HEADER INCLUDES… 

Name    

Phone 
Email 

Address if local 

BAD EXAMPLE 
 
annie accountant 
123 Lee St corpus christi Tx 
78418 
361-555-1212 
Blackleatherandlace@yahoo.c
om 
 

GOOD EXAMPLE 
 

Annie Accountant 
123 Lee Street  

Corpus Christi, Texas 78418 
361-555-1212 

Aaccountant@gmail.com 



PROFESSIONAL SUMMARY OR OBJECTIVE  

BAD EXAMPLE:  
Looking for a position where I can utilize my skills and abilities 

 
 
 
 
 
 

GOOD EXAMPLE: 
Seeking the position of Staff Accountant at Asset Solutions, Inc. 
where my analytical and technical skills can be utilized to 
achieve company goals. 



EDUCATION & COURSEWORK 

                              
 

EXAMPLE: 
 

EDUCATION 
Texas A&M University - Corpus Christi   Corpus Christi, Texas 
Bachelor of Business Administration in Accounting GPA: 3.75  
Graduated: August 2016    Magna Cum Laude 
   
   

COURSEWORK 
 Financial Accounting  Managerial Accounting 
 Cost Accounting   Tax Laws 
 Auditing Principles   Accounting Systems 



BAD EXAMPLE 
Marketing Intern                   1/2/2016 - Present    
Flashtech, Inc., Corpus Christi, TX  
• Responsible for marketing content 
• Responsible for assisting customers     

RELATED EXPERIENCE 

GOOD EXAMPLE 
Flashtech, Inc. 
Marketing Intern     January 2016 - Present 
• Establish relationships with 50 new clients using Lead Nurturing and addressing 

existing client concerns 
• Create marketing content using WordPress and Drupal 
• Maintain three social media webpages and increased online influence by 50% 
• Collaborate with other departments to generate data for marketing presentations 

to CEO 
• 1 year of experience in outside sales and e-mail marketing  



EXAMPLE: 
 
SKILLS 
Accounting:  Accounts Receivable/Payable, Payroll, Job Cost Analysis 
Software:      Peachtree, QuickBooks, Microsoft Office Suite: Microsoft Word, Excel,  
       PowerPoint 
Soft Skills:     Communication: Public Speaking, Group and Interpersonal           
       Communication, Problem Solver, Leadership 

                  SKILLS 
This section may change with every job you apply for 

• First skill set should address type of job 
• Second skill set should address Software Programs 
• Third skill set should address soft skills 



 HONORS AND ACTIVITIES 

• AN HONORS AND ACTIVITIES SECTION MIGHT INCLUDE THE FOLLOWING 
 Ɗ Academic awards and scholarships  
 Ɗ Memberships, Organizations, Leadership Positions 
 Ɗ University and community service positions  
 Ɗ Work-related awards or honors 
 

Remember that this section: 
 Helps you stand out from the crowd  
 Demonstrate your qualifications for the position 
 Be selective, relevant to the company values/job 



Annie Accountant 
123 Lee Street Corpus Christi, Texas 78418 

ǒ361-555-1212ǒ Aaccountant2@islander.tamucc.edu ǒLinkedin.com/annie.accountant 

 
 

OBJECTIVE  
Seeking the position of Accountant at FMC Technologies where my excellent analytical and technical skills can be utilized to improve 

the company's profitability. 

 
EDUCATION  

Texas A&M University - Corpus Christi       Corpus Christi, Texas 

Bachelor of Business Administration in Accounting      

Expected Graduation: December 2016       GPA: 3.5 Cum Laude  

 
 

COURSEWORK   
Financial Accounting  Managerial Accounting  Accounting Systems 

Cost Accounting   Tax Laws   Auditing Principles 

   

 

 

RELEVANT SKILLS     
Accounting:  Accounts Receivable/Payable, Payroll, Job Cost Analysis 

Software:  Peachtree, Microsoft Word Excel PowerPoint, Quick-books 

Soft Skills:  Communication, Leadership, Teamwork, Problem Solving, Organization, Cultural Competence 

 

HONORS AND ACTIVITIES  

National Accounting Honor Society        May 2016 

Student Accounting Society, Secretary        September 2016 ï Present 

Society for Advancement of Management, Member        May 2015 ï Present 

Deanôs List           Fall 2014 ï Current 

 
 

RELATED EXPERIENCE  

JB Accounting  Corpus Christi Texas 

Accounting Intern  January 2016 ï Present 

• Assist Accountant with year-end reviews and documentation, practice basic accounting entries 

• Execute 20 general ledger account reconciliations daily, batch and enter journal entries 

• 1-2 years expertise of accounting practical experience 

• Ensured accounting ideas and methods have been upheld 

• Provide excellent customer to over 400 people daily 

• Prepare payroll for 50 employeeôs 

• Handle up to $2,000 per day 

• Trained 3 internôs 

 

 
 

OTHER WORK HISTORY   

McDonalds          Corpus Christi, Texas   

Cashier           2012 ï 2015  

• Operated Computerized cash register 

• Responsible for customer service for drive thru and restaurant 

 

Rockaway Camp           Rockaway, Texas 

Camp Counselor           Summers 2012 ï 2015 

• Supervised 20 children ages 7-14 

• Taught beginning acting classes    



 

 

Worst Resume Mistakes  
 
 
 
 
 

https:// www.youtube.com/watch?v=QphaJ7USENI 
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MARKETABLE SKILLS AT A GLANCE  

• CRITICAL THINKING AND PROBLEM 
SOLVING 

• ORAL AND WRITTEN COMMUNICATION 

• TEAMWORK AND COLLABORATION 

• LEADERSHIP 

• CAREER MANAGEMENT 

• TECHNICAL SKILLS 

• PROFESSIONALISM AND ETHICS 
 

 



Resources 
• http:// career-services.tamucc.edu/Resources.html 

 

• https:// www.youtube.com/watch?v=AFK0yz2skrA 

 

• https://www.youtube.com/watch?v=pJmtJyB84Y8 



Questions for you! 
• How many seconds do employers scan your 

resume? 

• Average length of a resume for a recent graduate? 

• Most common format for a resume? 

• Should you use as many different fonts as possible 
when creating your resume? 

• What can you use as experience if you haven’t 
worked? 

• Give an example of a professional email. 

• Your resume is a _ _ _ _ _ _ _ _ _  for you. 

• Have your resume reviewed by? Why? 

 

 



Questions? 

 

Need to schedule an appointment to meet with your counselor? 

361.825.2628 

Career Services is located in the University Center room 304 

http://career-services.tamucc.edu 

Services: 

• Resume & Cover Letter Reviews 

• Mock Interviewing 

• Career Exploration 

• Job Postings 

• Career Fairs 

• Various Career Related Events & Workshops 
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