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* Your academic program, work and campus experience
(paid/unpaid) contribute to differentskills that are valuable in the
workplace

» Skills that you have gained (through courses and experience,
including campus leadership) and can be transferred to future
work settings are called: transferable skills

» Shiftin workplace focus from “whatI do” to “whatI can do”

* [t's importanthow you marketyourself and those newly acquired

skills

EXPLORE

EMVISION
ACHIEVE




* [dentify competencies you have developed and areas that may need
improvement
* These competencies typically relate to transferable skills

W Critical Thinking/Problem Solving W Leadership

d Oral/Written Communications d Professionalism/Work Ethic
d Teamwork/Collaboration d Career Management
4 Digital Technology 4 Global/Intercultural Fluency
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*Survey by NACE (National Association for Colleges and Employers)
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* Qualifications Summaryis a great way for encapsulating your skills
and the the value you can bring to an employer

» Review your past job experiences and rewrite descriptions as needed
» Use similar words or language as in the job posting
* Customize eachresume to make it relevant

* Demonstrate to the employer that you are the ideal candidate using
your resume and cover letter
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Full Time Entry-Level Senior, Alumni

Entrepreneurial Minded Driven By Results Customer Service Marketing Passion for Helping Others

Problem Solving Relationship Building Effective Communicatlor Troubleshooting Highly motivated

What you will do

*Recommend solutions 1o your clients for their investment needs

«Collaborate with others in developing presentations delivered in group settings or one-on-one
«Keep in touch with clients to ensure that they have the right products for their current needs
«Create referral opportunities and build a referral-based practice

‘Determine the course for your career in terms of financial chjectives

San Diego State University Career Services maintains and promotes a policy of nondiscnimination and
non-harassment on the basis of race, religion, color, gender, age, disability, marital status, sexual crientation, national
ongin and citizenship. Career Services provides services only for employers whose hiring practices are
non-discriminatory according to law

What you need

‘Bachelor's degree

Strong communication and marketing skills with the ability to work one-on-one with clients
*The ability to plan your day and achieve goals

+An interest in developing financial strategies and a genuine concern for the welfare of others
An entrepreneunal work ethic and the desire to achieve financial success

Posted On:
Jul'01, 2017

Applications Accepted Until:
Jul 15, 2007

Related Resources

::1: HWACE Salary Calculator

Help & Support

=71 Send a Question or Comment



Full Time Entry-Level Senior, Alummni
Entrepreneurial Minded Driven By Results [Customer Service] Marketing |Passion for Helping Others]
Froblem Solving Relationship Building Effective Communicator Troubleshooting Highly motivated

What you will do

*Recommend solutions to your clients for their investment needs

follaborate with others in developing presentations|delivered in group settings or one-on-one
*Keep in touch with clients to ensure that they have the right products for their current needs
Lreate referral opportunities|and build a referral-based practice

‘Determine the course for your career in terms of financial objectives

San Diego State University Career Services maintains and promotes a policy of nondiscrimination and
non-harassment on the basis of race, religion, color, gender, age, disability, marital status, sexual orientation, national
origin and citizenship. Career Services provides services only for employers whose hiring practices are
non-discriminatory according to law

Jsalificatan

What you need

*Bachelor's degree

[T=01] TN i nd m ing skillgwith the ability to work one-on-one with clients
*The ability to plan your day and achieve goals
«AnfnleresTin developing Tnancial siraleqres]and a genuine concern for the welfare of others

-An ENTEprencaral work_ethigjand the desire to achieve financial success

Posted On:
Jul 01, 2017

Applications Accepted Until:
Jul 15, 2017

Related Resources

ELE! NACE Salary Calculator

I=

Help & Support

-
#I/ { Send a Question or Commeent
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Sophia Aztec
saztec@sdsu.edu
(619) 777-9311 ¢ San Diego, CA 92182
LinkedIn.com/SophiaAztec

Sophia Aztec
saztec@sdsu.edu

(619)777-93114 San Diego, CA 92182 ¢LinkedIn.com/SophiaAztec

Sophia Aztec

saztec@sdsu.edu ¢ San Diego, CA 92182 ¢ Phone:(619) 777-9311 ¢ LinkedIn.com /SophiaAztec
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= Tell them the type of position you are
applying for
= Keep it brief and direct

o Seeking an internship for Summer 2017
o Seeking an entry level position with ABC
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San Diego State University, San Diego, CA May 20xx
Bachelor of Science in Business Administration GPA:3.7

Minor: Organizational Psychology

American University, Athens, Greece Summer 2016

Advanced study of Greek and Cross-Cultural Communication

Miramar College, San Diego, CA (Optional) May 2015
Associate of Sciences in Psychology GPA:34
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Information Desk Representative January 2017 - Present

Aztec Center, San Diego State University
*Answer the telephone in a polite and professional manner
Direct visitors and students to specific locations and events on campus

*Provide answers pertaining to special events held on campus and general questions about
SDSU

Target Marketing Group Sales Intern May 2016 - August 2016
San Diego Sports Arena

*Researched new targeted groups for upcoming shows

*Helped create and administer a target marketing campaign for each event which lead to a
30% increase of attendees than the previous year

*Updated group sales page on website using Macromedia DreamWeaver

*Composed group event letters and proposals
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Sample 1:
Planned campus orientation events

Sample 2:
Planned and coordinated campus orientation events for
incoming freshmen

Sample 3:
Planned and coordinated campus orientation events for
incoming freshmen class of 200 students
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Leadership

Summary or Qualifications

Projects (e.g., Research, Business, Arts)
Additional Training

Awards & Honors

Certifications

Skills: technical, languages and others
Clubs & Organizations



A

Carina Career
San Diego, CA 92182
ceareerradauedu + (619} 3946851 » hurpe/linkedm com/in/cannacaress

OBJECTIVE

To obtain & refluges senices coatdinater potition with & pea-profit ssganisanss

EDUCATION

San Drego State University
Mazter of Arts in Sociology December 2050
Thesks: Sacal Clazs Pearcepiion and Job Sansfaction m Immigrant Populanions

Bachelor of Arts in Soclology May 20NX
hiimar in Women's Shadies GPA- 3.7
*  Pecipient of Presidential Scholarship 2003-2007
*  Dean’s Lust
EXPERIENCE
San Dhego Yowth snd Compmamity Services Ceastal Compmamaty Caeber San Dhego, CA

Volunteer Interm: Emergency Assistamce Provider Fall 2ibcx = present
*  Frovide emergency assistance to the diverse homeless population
L Listen 1o and astess aach mdividual s neads
= Increase service parmers’ knowledge and nse of social senaice system
¢ Befer service partmers fo vanous San Diego social service agencies

Aztec Adventures San Dhego, CA
Customer Service Senfor Staff Fall 20 — present
¢ Manage daily operations of Amecs Advenmires office
*  Deagn and create sdvertisements
*  Mamtam daily operational procedunes

Broadway Tom Theater Yreka CA

Azszistani Mamager and Projectionizt Winber & Summer Jnx
Promoted after working for two seasons as box office and concession staff

Truned and supervised staff

Managed lobby, theater and projection booth

Developed a new supphy ordering system and ereated Excel spreadshest

Compiled box office and concession reports and prepared daily bank mansachons

LEADERSHIF AND COMMUNITY SERVICE

Walk of Faith Petrear, Leader Fall 2bex

Intervarsity Christian Fellowship, Leader Fall 20 — Spring Mxx
South East San Dhego Tutoning Project Fall 2o = Spring Mhox

SDSU Sommer Cmentstions, Team Leader Summer Hhxx
Mzgrant Qutreach Sprng Hxx
Juvenale Hall Literacy Oustreach Sprng Mxx
SKILLS

Cross-culural commumication

Enowledgeable of support services available to pew mmmagrants
Floent m Spacish and Tagalog

Proficient m Macrosoft Word, Excel, and SPSS

Lists Education & Experience

in reverse chronological order

Includes a description of
responsibilities and

accomplishments

Popular option for applicants

who have related experience
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MARINA SCIENCE
Fan Dhaego, CA FI110 619-260-4634
biscarseriitdin edn ®  hetp:/ ‘bnkedn com/m/AlarmaSeence

ORJECTIVE
A pesexcch avuseaet pouton with the Exvuonmental Protecton Apeney

EDUCATION
San Diego Stare Unerecary, 5an Dhiego, CA Ay 205X
Bachelor of Science in Biclogy, Manne Brology Emphasn

Migos sa Enviconmeanal Scisnce
Maoctar Board, Senios Honos Socuery Membe

QUALIFICATIONS

- Dienoastaated IEEEEE 10 B ntal pesexceh with weven veans of badenhop expensace
- Ezpenence m water anilyus nung standard metheds for the weatment of water and wravtesates
. Proficent in nblining atoomse abocpton spectrometes, spectropbotometer and GIS.

* Condncted wcolopacal asesument nsang Tedeo tanecty, slectron MECIOICOPT. LIPS and LOL

L] Knowledge of plhinkron vow, malucars, box core, CTD, gas chromaropraphy 2nd snzrme 23am.

RELATED EXPERIENCE

Research Assistant, Sabitcate Charsctenzaton of Coral Resfs, Mexico xx = 2xx

. Idestified specws 2od snbstoate with wideo anwets of raoons mef nanp SCUBA, nndercates
caumen and libomrocy anabrus

] Condncted sedunent and water sampling
- Cocrelated data to environmental and anthropogensc :mpacts

Voluntesr, Manhaman Beach Rongdhonye Aquagna, Manhaman Beach, CA Snmener 20xx
l- Edneated public abont anmmahy

- Asusted with inenmes camp and specal eveats for childien

Course Project, Organie Chemrseey Lab at SDSU, San Duego, CA Spang 2xx
- Condncted expenments in team sethog

L] Collected, anabrzed 1nd enterprated bib reanie

. Compowd and mbouroed b seport

LEADERSHIF ACTIVITIES

Eoruonments] Priotecton Gm-rfh President -_lﬂnapuuu::_ Cmpu.-l. Lisison :'l:l!:l-F.l:lsllll:
Eanh Doy Coaliuon of Mew Meuco Board Member [ 20==-20xx

Ernrironments] Yonth Nebsod Coa-Chair -_:Unrzﬂ‘n:

Albngmagne Academy Eavecamennl Cinb  Foundsr and Presadent [20xx-20xx)

AWARDS
Poesadent of the Usized States Eoruosmental Yonth Awaed Wennee (20xx)
Waste Edncanon Resoncce Convortimm, Waste Mpene. Contest 2= and 1# place [20=x and 20=x)

ADDITIONAL EXPERIENCE
Sales Aassaare Expeeis; Saa Dhags, CA 20 - poensit
Eih] B!‘Ea'tml:ztlrt ACT Sonall Brasness: _'.u.lhrlqmlql:ll. WAL Snmmer Hixx

Magages ' Head Lefepnagd Tanoan Conatry Clab; Albngnecgne, ML Snanmer D0ex

» Works well forjob seekers
who wanta chronological
format, but:

d Are pursuing options in a new
tield

[ Need to arrange experience by
relevance to match the
position’s requirements
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- Tailor to fit specific job announcement

= Specify reasons for being interested
= Address immediate needs of employer

= Provide examples of qualifications
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JOSEPH CAREER
1234 Montezuma Drive
San Diego, California 921582
(619) 555-5555
jearesnsdsu edu

Current Date

Mz, Sally J, Harris

Human Resources Director
High-Tech Firm

F30 Build Square, Suite 2300
Boston, MA 06045

Deeair W=, Harris:

| amwriting to apply for the Sales and Marketing Azsistant position that High-Tech Firm posted
with SDEU Career Services, Paula McLain, an associate at your firm and & recent SDELU
graduate, has encouraged me to apply.

Your advertisement states thal hardsvorking individuals with excellent communication and
organizational skillz are the best candidates for thie position. | am a hard worker with the
education and internship experience needed ta work effectivel with your clierts. As an intern
with Go-Med, a high-tech medical supply company, | assessed client needs and promoted
product ings. |learned the value of asking questions and listening to learn whet clientswant
froum & service provider.

| combine effective communication with strong organzational skills. Cwer the last four years, |
have developed excelent time management practices by balancing the demands of part-time
works, sohool, inbernships, and volunteer service, | look forvard to applying all these skills in
wirking &z & sales assistant for your firm.

| would like to discuss how | might meet your needs in fling thiz postion. | can be reached ot
(B19) 555-5555 to arrange an intervievs, Thank you for your time and considersdion.

Sincerely,

Joseph J. Career
Jozeph J. Career

\_—'—

Each paragraph serves a purpose:

d 15t Introduction and interest

[ Middle: Relate your
qualifications to the employer’s
needs. How can you tulfill that
need?

W Middle: Additional examples ot
your skills, qualities and /or
contributions

[ Last: Closing and thanks
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Do: Don’t Use:

Resume templates

v Keep it to 1 page

v' Set margins are between .75 Pictures

. SSN, DOB, or marital status
-1inch

Fancy fonts or paper
v" Use Times New Roman, y pap

Famous quotes

Arial or easy to read font
Logos

X X X X X X X

v Apply correctverb tense No color fonts

v" Use plain white/lightcolor,
good quality paper
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» Connect with a mentor in your

area of interest and learn more

AMP

about the field

An Oppormnity to dEVEIOP your AZTEC MENTOR PROGRAM
professional network, job shadow,

visit a job site...and more! Apply at

Open to juniors, seniors and amp_sdgu_edu

graduate students

Application period for Spring 2018
January 12 to February 23



Follow us

QO000W

Office Hours:
Mondays-Fridays 8 am - 4:30 pm

Walk-ins (Fast 15) Hours:
Mondays-Thursdays 1 -2:45 pm
Fridays 10-11:45 am

Location: Phone:

SSE-1200 (619)594-6851
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