NURSING  SEQ CHAPTER \h \r 1RESUMES
A resume is an intentional sales and marketing document, with the sole  purpose of helping you obtain an interview.  
A resume should be succinct, brief, targeted toward Nursing or specialized area within Nursing, and address the needs of a specific employer. An effective resume should market your relevant skills, knowledge, and accomplishments.

Writing a good resume is a time consuming process and it is not uncommon to have several major revisions before completing the final versions.  Your resume will change each year you are in school or in the workplace as you add activities, honors and awards, as well as clinical experiences, leadership experiences, and achievements.  Choosing the right words and phrases are critical in selling your marketable skills, and experiences.  A resume is an individual professional communication which should be designed by the owner and must reflect that person's unique qualifications and background. These highly personal documents should not be prepared by a stranger or hurriedly developed in a generic word processing template or wizard function. 
There are several basic types of resumes used to apply for job openings.  Depending on your personal circumstances, choose a chronological, a functional, combination, or a targeted resume. 
A Chronological resume presents your work experience with your most recent experience listed first.  Your jobs are listed in reverse chronological order with your current, or most recent job first.  Health care employers typically prefer this type of resume because it is easy to see what jobs you have held and when you have worked at them.
A Functional resume focuses on your skills and experience, rather than on your chronological work history.  It is used most often by people who are changing careers or who have gaps in their employment history not due to enrollment in school.
A Combination resume lists your skills and experience first.  Your employment history is listed next.  With this type of resume, you can highlight the skills you have that are relevant to the job you are applying for, and also provide the chronological work history that employers prefer.

A Targeted resume is a resume that is customized for the employer.  Specific experience and skills you have that are relevant to the employer are highlighted.  Additional information that is obtained not only from the job description, but also from the corporate website of the employer, should be incorporated into your resume.  
Each type has it advantages and its disadvantages. A good rule of thumb is that a chronological resume is a good format for traditionally-aged college students with a limited amount of experience and related activities, as well as for experienced Nursing professionals with health care experience. Combination resumes may be the most helpful for career changers, nontraditional students, and people with gaps in their employment history.  Targeted resumes are more effective in competitive employment markets.
A resume generally addressees the following broad categories: 

Contact Section:  Who are you? Where can you be reached?  Include professional email address and cell phone number (if you answer your cell phone in a professional manner).

Objective Statement:  What do you want to do? (Be brief!)  This can be as specific as the actual job title with specific employer.
Education Section:   What have you earned? Degrees? Training? Certifications?  “Expected graduation” date is appropriate here.  Related coursework can be a sub-category along with honors and awards.
Clinical Experience:   What have you done?  Where have you worked, including hospital and location?  Dates of experience.  With no other health care experience on a resume, you may highlight specific differences in each clinical experience.
Employment Section:  What have you done? Where have you worked, position title, length of employment?  Use action verbs to start bullet points related to your work experiences including leadership, initiating projects, manage processes, etc. 

Additional categories and subcategories may include: 
Computer Skills 


Technical Skills 

Study Abroad 
Career Summary


Achievements


Leadership
Accomplishments


Projects


Internship Experience 

Honors 



Relevant Coursework
Scholarships
Presentations



Professional Experience 
Languages 
Papers




Professional Skills 

Volunteer Activities 
Community Service 


Professional Development 
Professional Training 
Certifications



Professional Memberships
Licensure
Publications 



Activities


Professional Qualifications
The type of resume categories you choose are determined by several variables including educational status, i.e. traditional student, non-traditional student, alumni, or may be determined by other factors, i.e. gaps in employment, length of employment, change of career, or experience.

Keep in mind that hospitals are corporations or businesses and operate in a similar way when hiring.  Even though Nurses are in demand, it can be competitive when seeking nursing positions in highly desirable departments or locations.
Contact the Career Services Office at (678) 547-6023 to schedule an appointment to review your resume and/or get your specific questions answered.[image: image1.png]



