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What is a Resume? 
A resume is a summary of your education, skills, experiences and accomplishments designed to capture the 

interest of a prospective employer.  The purpose of the resume is to generate an interview.  Building a successful 

resume requires you to prepare by identifying your personal qualities, skills, and abilities.  Start by preparing a list. 

Your resume is a primary tool in the job search and takes several drafts to prepare effectively. 

 
RESUME WRITING TIPS 

The following is a list of tips to assist you with this process . . .  

● Pay careful attention to spelling, punctuation, grammar, and style. 

● Proofread your resume carefully and have several other people proofread it as well. 

● Keep descriptions clear and to the point. 

● If possible, confine your information to one page. 

● Use a simple, easy-to-read font. 

● Use good-quality white or off-white paper. 

● Tailor your information to the job you’re seeking. 

 

PROFESSIONAL SUMMARY 
The professional summary should explain why you’re a good first for the position you’re applying for by 
summarizing your relevant qualifications and career achievements in 3-5 lines. 
 

 
EDUCATION 

This section describes your academic preparation.  List your highest or most recent degree first and include: 

● Your degree and major (minor is optional) 

● Name and location of your college 

● Date of graduation or anticipated month and year of graduation 

● GPA (if it is 3.0 or higher) 

EXPERIENCE 

In this section, summarize your work experience.  Employers want to see your work experience even in unrelated 

jobs.  Highlight your most recent and relevant experience first.  Internships, student teaching, summer employment, 

and volunteer work can all be included.  Describe the level of responsibility and accomplishments achieved. 

 

REFERENCES 

References are individuals who can provide positive information about your work experiences and skills.  They may 

be present or former employers, internship supervisors, faculty members, coworkers, or other members of student 

organizations or volunteer activities. References are listed on a separate sheet of paper, not on the resume itself.  

However, it is a good idea to go ahead and have them typed up in a document for reference. Keep the following 

guidelines in mind: 

 

AVOID 

● High school information  

● Salary requirements 

● Reason for leaving previous positions 

● Geographical preferences 

● Photographs, charts and graphs, clip art, borders, colored text 

● Health/physical description 

● Age, race, religion, sex, national origin 

● Below 3.0 GPA 

 

Please use the following resumes as examples only.  Look at all the resumes before you begin to create your own.  

Your resume will serve you best if it is unique and highlights your personal qualifications.  Choosing a format that 

you like and using bits and pieces of a variety of examples will make your resume appear original. 

 

 



Action Verbs to Implement in Job Descriptions 
 

Leading & Managing Creative Skills Financial/Analytical Organizing 
Administer 

Appoint 
Approve 
Assign 

Assist Attain 
Authorize 

Collaborate 
Cooperate 
Coordinate 

Contract 
Control 
Decide 

Delegate 
Develop 
Direct 

Eliminate 
Emphasize 

Enforce 
Enhance 
Establish 
Evaluate 
Execute 

Facilitate 
Handle 

Hire 
Improve 

Incorporate 
Increase 
Initiate 

Lead  
Manage 
Motivate 

Multi-Task 
Navigate 
Organize 
Prioritize 
Produce 

Recommend 
Recruit 

Reorganize 
Restore 
Review 

Schedule 

Act 

Compose 
Conceptualize 

Conduct 
Create 

Customize 
Decorate 

Design 
Develop 
Direct 

Display 
Dramatize 

Draw 
Edit 

Engage 
Entertain 
Envision 
Establish 
Fashion 

Formulate 
Found 

Generate 
Illustrate 
Imagine 

Improvise 
Initiate 

Innovate 
Institute 
Integrate 
Introduce 

Invent 
Modify 

Orchestrate 
Originate 

Paint 
Perform 

Plan 
Revise 
Review 

Revitalize 
Shape 
Select 

Transform 
Visualize 

Adjust 

Allocate 
Analyze 
Appraise  

Assess 
 Balance 
Budget  

Calculate 
Compare 
Compute 
Conserve 
Construct 
Consult 
Convert 
Estimate 
Evaluate 
Examine 
Forecast 
Inspect 

Interpret 
Inventory 

Invest 
Investigate 

Manage 
Measure 

Net 
Plan 

Predict 
Prepare 
Program 
Project 

Quantify 
Reconcile 

Record 
Reduce 

Research 
Retrieve 
Review 
Screen 
Select 
Survey 
Update 
Validate 

Verify 

Allocate 

Appoint 
Arrange 

Assemble 
Balance 
Catalog 

Categorize 
Chart 

Classify 
Collect 

Combine 
Compile 

Condense 
Coordinate 

Correct 
Designate 
Distribute 
Execute 

File 
Follow-Through 

Form 
Group 
Inspect 

Log 
Maintain 
Map out 
Monitor 
Obtain 

Operate 
Order 

Organize 
Plan 

Prepare 
Prioritize 
Process 
Provide 

Purchase 
Record 

Schedule 
Set goals 

Set up 
Submit 
Supply 

Systemize 

 

 



Bruce D. Bear  
Conway, AR  

(501) 123-4567 | E-mail:  Athlete@email.com 

SUMMARY   
Driven freshman college student with experience in customer service and social media. Can work well    
individually or in a group setting. Proficient in Microsoft programs. Demonstrated aptitude to learn quickly 
on the job.                                                                                                                                            

EDUCATION 

University of Central Arkansas, Conway, AR       Anticipated Graduation:  May 2024 
        Bachelor of Business Administration   
        Major:  Finance – GPA:  3.46 

 

SKILLS 

• Marketing Research 

• Business Ethics   

• Human Resources Management 

• Small Business Management

INTERCOLLEGIATE ATHLETICS 

University of Central Arkansas, Conway, AR               August 2020 to Present 
Point Guard, Men’s Basketball Team 

• Serve as the Coach on the floor and motivate players 

• Run the team’s offense by controlling the ball and ensuring it gets to the right player at the right time  

• Act as Vocal Floor Leader and discuss rule interpretations with officials  

• Display leadership skills, call plays, and direct players to proper locations for each play called  

• Lead line drills and set pace for workouts 

• Promote winning as a role model for players 

• Work basketball camps upon demand 
 

EXPERIENCE 

University of Central Arkansas, Conway, AR                        Summer 2023 
Student Worker, Diversity & Community 

• Communicated effectively with students on the telephone and in person      

• Solicited, encouraged, and secured support from students and staff for various programs 

• Listened to students’ problems and answered their questions   

• Performed clerical duties as assigned, scheduled appointments, gave information to callers, and 
organized files 

 

Rice and Associations, Little Rock, AR                                    Summer 2022 
Clerk 

• Monitored office supplies and assisted with preparing legal documents  

• Generated correspondence (such as summonses, complaints, motions, and subpoenas) under the 
supervision of Attorney Rice  

• Professionally answered phones, greeted clients, scheduled appointments, and filed items 

• Completed forms and operated machines 
 

EXTRACURRICULLAR ACTIVITIES/ORGANIZATIONS 

• Student Support Staff         2021to Present 

• Volunteer for Minority Mentorship Programs      2022 to Present 
 



 BRUCE D. BEAR  
Conway, AR 

479.968.0278, Athlete@email.com 

Summary: Motivated college student experienced in serving others. Has proven customer service, 

organization, and communication skills. Familiar with best practices for serving and 

willing to learn 

 

Education: University of Central Arkansas  Conway, Arkansas           May 2024 

Bachelor of Business Administration 

Major:  Finance – GPA:  3.46 

 

Related FINA 3330 Managing Finance & Capital; MKTG 3350 Principles of Marketing;  

Coursework: FINA 4332 Investments; ECON 3335 Econometrics; FINA 4331 Bank Management 

 

Skills: Marketing Research, Business Ethics, Human Resources Management, Small Business 

Management 

 

Experience: University of Central Arkansas  Conway, Arkansas     2020–Present  

  Team Captain for the Women’s Tennis Team  

• Assist with guiding the team to a second-place finish in the Arkansas Tennis Association 

Tournament in 2018 

• Provide support to coaching staff by working tennis camps upon demand 

• Serve as a role model and vocal leader to team by leading drills and setting the pace for 

workouts 

• Maintain sportsmanship during high intensity moments 

• Motivate players on and off the tennis court to achieve winning results 
   

University of Central Arkansas  Conway, Arkansas     Summer 2023 

Student Worker for Diversity and Community 

• Communicated effectively with students on the telephone and in person 

• Solicited, encouraged, and secured support from students and staff for various programs 

• Listened to students’ problems and answered their questions 

• Performed clerical duties, while successfully handling multiple tasks 

• Scheduled appointments, gave information to callers, and organized files 
 

Rice and Associates   Little Rock, Arkansas    Summer 2022 

Clerk 

• Successfully performed a variety of administrative and clerical duties for a staff of 6 

people 

• Monitored and organized office supplies 

• Assisted with preparation of legal documents and correspondence under the supervision of 

Attorney Rice 

• Answered phones, greeted clients, scheduled appointments, and filed items 

 

Activities Student Support Staff (2016–Present); Volunteer for Minority Mentorship Program 

& Honors:  (2017–Present); Dean’s List (Spring and Fall 2017); and UCA Scholarship Player; Athlete 

Scholar Recognition (2016–2017)



 
Directions: Use this worksheet to brainstorm what information needs to go in your resume 

 

 

(Resume Template) 

 

Name__________________ 

City/State_______________ 

 Phone__________________ 

 Email___________________ 

 

 

Summary Statement ___________________________________________________________________ 

 

 

Education University/College________________________________________________________ 

Official Degree & Major____________________________________________________  

  GPA ___________________________________________________________________ 

 

University/College________________________________________________________ 

Official Degree & Major____________________________________________________  

  GPA ___________________________________________________________________ 

 

Skills &   _______________________________________________________________________ 

Language _______________________________________________________________________ 

 

 

Work   ______________________________________________________________________ 

Experience ______________________________________________________________________ 

•  

•  

•  

______________________________________________________________________ 

______________________________________________________________________ 

•  

•  

•  

 

Campus 

Activities  _____________________________________________________________________ 

& Awards  ______________________________________________________________________ 

  ______________________________________________________________________ 

 



BRUCE D. BEAR  
Conway, AR 

479.968.0278, Athlete@email.com 
 

PROFESSIONAL REFERENCES

 
 

 
 

Dr. Tammy Rogers 

Department Chair  

University of Central Arkansas 

201 Donaghey Avenue 

Conway, AR 72035 

(501) 852-7467 

trogers@uca.edu 
 

 
Mrs. Angela Jackson Associate 

Dean/Director University of 

Central Arkansas 

201 Donaghey Avenue 

Conway, AR 72035 

(501) 450-3135 

angelaj@uca.edu 
 

 
Mrs. Alice Burns Manager 

Rice & Associates #3 Capitol 

Mall 

Little Rock, AR 72201 (501) 

683-4434 

aburns@rice.com 
 

 

 

 

 

 

 

 

mailto:trogers@uca.edu
mailto:angelaj@uca.edu
mailto:aburns@rice.com


BRUCE D. BEAR  
Conway, AR 

479.968.0278, Athlete@email.com 
 
 

PROFESSIONAL REFERENCES
 

 
 
Dr. Tammy Rogers, Chair     
Department of EFIRM       
University of Central Arkansas     
201 Donaghey Avenue     
Conway, AR  72035      
(501) 852-7467     
trogers@uca.edu      

 
Mrs. Angela Jackson 
Associate Dean/Director 
University of Central Arkansas 
Diversity & Community 
201 Donaghey Avenue     
Conway, AR  72035      
(501) 450-3135 
angelaj@uca.edu 

 
Mrs. Alice Burns 

Manager 
Rice & Associates 

#3 Capitol Mall 
Little Rock, AR  72201 

(501) 683-4434 

aburns@rice.com 

 

 

 

 

 

 

 

 

 



 

BRUCE D. BEAR  
Conway, AR  

479.968.0278, Athlete@email.com 
 

January 1, 2023 
 
 
 
Mr. Bob Seibert 
Manager 
Dillard’s Department Store 
2033 South University 
Little Rock, AR  72214 
 
Dear Mr. Seibert: 
 
Enclosed is a copy of my resume in application for an internship.  I have worked in customer 
service for three years.  My work experience and education meet the qualifications desired for this 
position. 
 
Through various opportunities at the University of Central Arkansas and in the corporate 
workplace, I have obtained many skills that are applicable to your position.  Currently, I am a 
sophomore majoring in Finance. I have worked with a diverse group of people in team building to 
achieve winning results through a team approach, conflict management, and the areas of customer 
service, programming, and marketing.  Below is a brief summary of my work history: 
 
May 2020 to present University of Central Arkansas, Point Guard, Men’s Basketball Team 
Summer 2023  University of Central Arkansas, Student Worker, Diversity & Community 
Summer 2022  Rice and Associates, Clerk 
Summer 2021  Footlocker, Stocker 
 
I welcome the opportunity to speak with you further concerning my candidacy.  If additional 
information is needed, please feel free to contact me at (501) 658-3929.  I look forward to hearing 
from you. 
 
Sincerely, 
 

 
Bruce Bear 

  



BRUCE D. BEAR  
Conway, AR  

479.968.0278, Athlete@email.com 
 
January 1, 2023 
 
 
 
Mr. Bob Seibert 
Manager 
Dillard’s Department Store 
2033 South University 
Little Rock, AR  72214 
 
Dear Mr. Seibert: 

 
Enclosed is a copy of my resume in application for an internship.  I have worked in customer service for 
three years.  My work experience and education meet the qualifications desired for this position. 
 
Through various opportunities at the University of Central Arkansas and in the corporate workplace, I have 
obtained many skills that are applicable to your position.  Currently, I am a junior majoring in Finance.  I 
have worked with a diverse group of people in team building to achieve winning results through a team 
approach, conflict management, and the areas of customer service, programming, and marketing.  I am a 
member of the University basketball team.  I play the Point Guard position.  In this role, I motivate players, 
serve as the coach on the floor, call plays and direct players to proper locations for each play, as well as 
discuss rule interpretations with officials.   Summer 2021, I worked in Diversity & Community as a Student 
Worker.  In this position, I solicited, encouraged, and secured support from students, faculty, and staff for 
various programs and handled multiple tasks simultaneously as needed.  Summer 2021, I worked at 
Footlocker as a stocker.  My primary responsibilities were to sort, organize, and, when needed, mark items 
with identifying codes to locate merchandise quickly and easily. 
 
Thank you for taking the time to review my resume for your current opening.  I welcome the opportunity to 
speak with you further concerning my candidacy.  If additional information is needed, please contact me at 
(501) 658-3929.  I look forward to hearing from you. 
 
Sincerely, 
 
 
 
 
Bruce Bear 
 
 
 
 
  



First Name Last Name 
City/State 

Phone Number | Email Address 
 

Date: 
 
 

Hiring Manager Name 

Hiring Manager Job Title 

Hiring Manager Job Organization 

Hiring Manager Job Address 

 
Dear Mr./Ms. , 

 
My name is and it is my profound pleasure to apply for the Job Position 

Name at Job Organization. Enclosed is a copy of my resume in consideration for this 

position. I believe my work experience, skills, and education meet the qualifications 

desired for this position. 

 
I am currently a student at the University of Central Arkansas majoring in Official UCA 

Major in which I will be graduating in Graduation Date. Through my work 

experience(s), I have had the privilege of working as a where I 

succeeded in (1) , (2)   , 

and (3) . Through my work experience, I have gained valuable skills in ,

 , 

  . 

 
Thank you for your time and consideration into this current opening I would greatly 

appreciate the opportunity to demonstrate how my strengths could have a positive 

impact and welcome the opportunity to speak with you further concerning my 

candidacy at Job Organization Name. If additional information is needed, please feel 

free to contact me at Personal Phone Number or at Personal Email Address, I look 

forward to hearing from you. 
 
 

Regards, 
 
 
 
 

First Name Last Name 
 

 

 

 



HIGHLY SOUGHT-AFTER STUDENT ATHLETE SKILLS 

Consider including these transferable skills on your resume, cover letters, and 

while interviewing. 
 

Communication 

You communicate with your teammates and 

coaches on a regular basis to solve 

problems. This diplomatic skill will be just 

as necessary in the work environment. 

Time Management 

Balancing a full class schedule, practice, and 

other obligations takes an efficient, driven, 

and organized person. Employers desire 

efficient people who are able to work on a 

tight schedule. 

Self-Motivation 

As an athlete, it is critical to recognize your 

strengths and weaknesses to work 

effectively towards an ultimate goal. As an 

employee, self-motivation increased the 

functionality of the workplace and improves 

productivity. 

Detail-Oriented 

Picking up on small cues that can make or 

break a game or competition is what makes 

student athletes unique. In work settings, 

employers need people who can identify 

small things that could affect a project’s 

success. 

Analytical 

You apply this skill set each time you think 

about your body position and/or before your 

next move. Analytical thinking is essential 

to understanding what affects outcomes and 

implementing strategy in the workplace. 

Goal-Oriented 

Every day you work to overcome hurdles, 

such as running an extra mile or completing 

an extra workout. Employers seek workers 

that can rise to the challenge and work hard 

to complete a task, while motivating others. 

Ability to Handle Criticism 

As a student athlete, you improve based on 

feedback (whether that feedback is good or 

bad). In any field, you will have to accept 

critique in order to improve and learn. Have 

control over your reactions is key. 

Leadership 

At some point, everyone takes on a 

leadership role within their sport because a 

successful team demands each player 

recognizes his own skills and leads when 

appropriate. In the workplace, each 

employee has different roles and skills. You 

are able to come in as a leader and bring out 

strengths and leadership in others. 

Teamwork 

The ability to work with others towards a 

common goal is the definition of a team and 

it is a great attribute for any employee. 

Athletes know how to effectively participate 

with others, diverse skill sets, and 

perspectives in order to succeed. 

Tips for Student Athletes 

• Include coaching or training you’ve done emphasizing the above skills 

• If you are/were a captain/co-captain describe your responsibilities and leadership skills 

• Include athletic/athlete-scholar awards (Ex: Player of the Month, All-Conference, etc.) 

 

 

 

 

 

 

 



 
 

 

FOR CAMPUS INTERVIEW SIGN-UPS 

 
 

Create your profile 
To do so, you must follow these steps: 

• Click HERE to create your profile (if you are an Alumni click HERE to view login instructions) 

• Select the blue [University of Central Arkansas Single Sign on] button and sign in using your UCA 

username and password (current students only) 

• Click the green [Add Your Graduation Date] button and add your graduation date 

• Click the green [Get Started] button to read and complete the questionnaire 
• Click the green [Launch] button to confirm your Handshake account 

After you have created your account, you will be given the opportunity to review the information that 

you entered & upload your resume.  
 

Upload your Resume 
• Make sure that your Handshake account is activated 

• In the very top right, corner click your name 

• On the drop-down menu, select “Documents” 

• Click the blue [Select from Computer] button located at the bottom, middle section of your screen 

• Select the document you would like to upload 
• Optional: In the left box, rename your document 

• In the right box, select the Document Type 
• Click the blue [Add Document] button 

You MUST have a resume uploaded to apply for on-campus interviews.  

 

Apply for On-campus Interviews 
• Make sure that your Handshake account is activated 

• Select “Jobs” on the top left tab 

• Click “Campus Interviews” in the top right-hand corner 
• From the list of interviews, select the interview you would to like to apply for 

• If you you see a list of interview slots to choose from… 

o Click the gray [Take Slot] button next to the interview time you wish to select 

• If the interview has job(s) to select from… 
o Select the job you wish to apply 

o Click the blue [Quick Apply] button to the right 

o Answer the Work Authorization questions and click the green [Submit Application] button 
Update your profile as needed. Make sure you have a resume uploaded to your profile! 

 

http://www.uca.joinhandshake.com/
https://uca.edu/career/bears4hire/#create-alumni-profile


 
 

 

 

Practice your interviewing skills online using Big Interview; a software program that provides free, 

online interview practice! 

Create your profile 

1. Visit www.uca.biginterview.com on your desktop OR download the Big Interview App if you are using a smart 

device. 

2. Click the [Register] button in the top right corner 

3. Input the following Organizational Code: 80235 

4. Fill out your information and create a password (you may use your MyUCA password), then select 

the green [Create My Account] button 

5. Click “login” and fill out the Demographics survey and click the green [Save] button 

Note: desktop users must use Google Chrome or Firefox as a browser for Big Interview to work correctly. 

 

 

 
 

https://uca.biginterview.com/

