
 

1515 Gator Lane 
Gainesville, Fl 

352-392-1601 
ineedajob@unemployed.com 

Objective A want a good job that pays lots of money! 

Experience 1985–1990 Ferguson and Bardell Southridge, WA 
District Sales Manager 
• Increased regional sales. 
• Managed 250 sales representatives in 10 Western states. 
• Made training course for new recruits — speeding profitability. 

 
1990–1994 Arbor Shoes Southridge, WA 
National Sales Manager 
• Increased sales from $50 million to $100 million. 
• Doubled sales per representative. 
• Suggested new products. 

 
1975–1980 LitWare, Inc. Southridge, WA 
Sales Representative 
• Expanded territorial sales by 400%. 
• Received company’s highest sales award four years in a row. 
• Developed a training course. 

Education 1999-2004 University of Florida Gainesville, FL 
B.A., Business Administration and Computer Science. 

Interests Southridge Board of Directors, running, gardening, carpentry, computers, going 
to clubs, playing the flute. 

Tips I am a hardworking, fast learning, individual who will get the job done. 

I am a team player! 

References 
On a separate page. 

 

Al Kahalic 

The following is a BAD resume!  Your goal is to find different aspects of this resume 
that are either wrong or that you can improve upon.  Be sure to take notice of not only 
the content of this resume, but also its aesthetics and overall presentation.  The next 
page is an example of possible improvements and suggestions to the same resume.  
Complete this activity before moving on to the next page.  
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Al Kahalic 

Make sure that your heading is easily readable.  Your name must be a 
larger font than any other part of the resume.  Also, be sure that your 
address is complete, notice we are missing a zip code. A column 
heading would be more appropriate.  Click here for example headings. 

The objective should be a concise statement 
regarding the type of position you are 
seeking. Click here for examples. 

The top, 
bottom, and 
side margins 

should be    
0.75 – 1.00 

inches 

The second part of 
your resume should 
be your education. 

The experience section should 
list job titles, dates, 
organization, location and 
description.  Use action verbs 
and write in the past tense.  
Be sure that each statement 
refers to either skills you 
gained, thing you were really 
good at, and impacts you had 
in the job.  Avoid using  
non-descript fragments and 
emphasize transferable skills. 
Click here to view a possible 
example. 

Be sure that 
your 

experiences are 
listed in order 
of most recent. 

Decide which ore important to the employer, the degree or the institution:  
• If degree, then list the degree title fist and the graduation date. 
• If institution, then list school first and then location.

This section should be after the 
objective.  Click here for an 
example listing. 

This section could be replaced with a section on Skills rather than interests.  Although 
personal interests may be important to you, they may not interest the employer.  A Skills 
section may better promote you as a candidate.  Click here for some examples of skills. 

Include this section only if you are trying to fill space.  
If you include this section, then write “Available upon 
request.”  There is no need to include a separate 
reference page unless the employer specifically 
requests the information. 



EExxaammppllee  EEdduuccaattiioonn  
  
Bachelor of Arts in Business Administration, May 2004 
University of Florida, Warrington College of Business, Gainesville, Florida 
Major in Computer Science 
Grade Point Average:  3.9/ 4.0 
 

_________________________________________ 
 
University of Florida, Gainesville, Florida 
Bachelor of Arts in Business Administration, Warrington College of Business, May 2004 
Major in Computer Science 
Grade Point Average:  3.9/ 4.0 
 

________________________________________ 
 
Bachelor of Arts in Business Administration, May 2004 
University of Florida, Warrington College of Business, Gainesville, Florida 
Major in Computer Science 
Grade Point Average:  3.9/ 4.0 
  
Relevant Courses:  Financial Accounting, Managerial Accounting, Production Management, 
Into to JAVA, C++, Networking. 
  
  
  
  
SSkkiillllss  EExxaammpplleess  
  
In this section you may want to include skills that are relevant to the position and any special 
skills that may distinguish you from other candidates.  Here are some possible examples to 
think about. 
 

• Fluent in a language (Spanish, French, Russian, etc.) 
• Computer Skills:  Microsoft Office, WordPerfect, Lotus123, HTML, FTP, 

FORTRAN, AutoCAD/CADKEY, Visual BASIC, etc. 
o Special Software:  Adobe Photoshop, Illustrator, PageMaker (include 

versions), etc. 
• You may also want to include any special programs/software pertaining to your 

specific field. 
• Your skills are not limited to computer skills; you may also have skills and 

knowledge gained through experience in internships, previous employment, etc. 
o For example:  Human Factors, Cost Analysis, Statistics, Customer Service, 

Inventory Control, etc.   
 
 

Note:  Consider listing only those skills in which you are fairly proficient.  For example, if 
you worked in Photoshop once, then it would be improper to list this as a skill. 

BACK




