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TRANSFERABLE SKILLS FOR POWERFUL RESUMES
Utilize transferrable skills when developing your resume and tailoring it to specific positions for which you
are applying.

RESUMES
A resume is a snapshot of your strongest qualifications. It is also an example of your written communication skills, so make sure
to have your resume proofread before sending it to employers. Lastly, your resume is a means to convince employers that you
deserve an interview.

FORMATS:
COMMUNICATION
Speaking Effectively
Writing Concisely
Presenting Information
Summarizing
Listening Attentively
Facilitating Group Discussions

Teaching
Expressing Ideas
Providing Feedback
Selling Ideas or Products
Negotiating
Mediating

CHRONOLOGICAL

Persuading
Reporting Information
Coaching
Delegating Responsibilities
Interviewing
Editing

PROBLEM SOLVING
Identifying Resources
Imagining Alternatives
Defining Needs

Forecasting
Developing Eval. Strategies
Interpreting Data

Researching
Reconciling
Managing Conflict

Cooperating
Describing Feelings
Counseling
Motivating Others
Recruiting
Training Staff
Empowering Others

Developing Patience
Empathizing
Encouraging Others
Mentoring
Supervising
Effectively Disciplining
Clarifying Misunderstandings

ADDITIONAL WORK SKILLS
Making Decisions
Setting & Meeting Deadlines
Scheduling
Taking Initiative

Accepting Responsibility
Enforcing Policies
Organizing
Expediting

FUNCTIONAL
A functional resume is utilized when a candidate has had a number of short-term jobs or has had a large gap in employment but
has many skills to highlight. The functional resume tends to de-emphasize the dates of employment by putting a larger focus on
the skills, achievements, and overall qualifications a candidate possesses. The sections of a functional resume are often different
than a chronological resume. Functional resume sections tend to focus on particular skills sets such as technical skills, leadership
skills, project management, etc. These section headings will differ depending on the field. Also, a potential heading could simply
be, “experience highlights”.
FORMATTING CONTINUED:
• The two most common resume font styles are Times New Roman and Arial. If using a different style, make sure
		 that it is easy to read.
• It is also important that employers are able to read your resume, so keeping the font size between a 9 and a 12
		 is important. The size of your name is an exception to that rule because you want your name to stand out from 		
		 the rest of your resume.

HUMAN RELATIONS & SUPERVISION
Developing Rapport
Perceiving Nonverbal Mess.
Managing People
Providing Support
Treating Others Fairly
Developing a Team
Collaborating with Others

A chronological resume is the most commonly used format, especially among new college graduates. Most employers prefer
this format because it is very easy to read. When creating a chronological resume, candidates arrange the sections (education,
work experience, and activities) of their resume in reverse chronological order.

• One inch margins are standard for a resume, but you may choose to decrease the margins to a .7 to allow for
		 more content to be included.
• It is suggested to bold your section headings so that they stand out and are easy for an employer to find.
SECTIONS:
HEADING
At the top of your resume, include your first and last name (your middle name or initial is optional), address, phone number,
e-mail address, and website if available. (Do not write the words phone and e-mail because they are assumed.)
PROFILE OR SUMMARY OF QUALIFICATIONS

Promoting Change
Being Punctual
Attending to Detail
Managing a Budget

This is an optional section at the top of your resume. A summary section allows you to highlight specific skills and qualities to
catch the reader’s attention. Many people will choose to include key words from the job description in this section. If you choose
to include a summary, you can do so with bullet points or a short paragraph. Please see sample resumes for examples.
EDUCATION
The education section should generally be at the top of your resume because it is likely one of your strongest qualifications. If
you graduated with a degree or certificate over five years ago and have been working in the field since, your education would
then be at the bottom of your resume.
When listing your education, make sure to include the name of the degree or certificate, the institution that awarded you the
degree or certificate as well as the city and state of the institution. If you have multiple degrees, begin by listing the most recent
one at the top.
If you are a current college student or graduate, it is not necessary to list your high school. Additionally, it is also not necessary to
list institutions that you attended but from which you did not receive a degree.
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If your GPA is 3.0 or above, you may choose to include it on your resume. When doing so, use a format such as 3.56/4.0 to
indicate that grading was on a 4.0 scale.
Associate of Arts, expected May 20XX
Rock Valley College, Rockford, IL
GPA: 3.6/4.0
EXPERIENCE
Because employers only spend between seven and ten seconds initially reviewing a resume, it is important to utilize a bullet
point format versus a paragraph format. When creating bullet points, you should utilize the resume action verbs found on pages
10 & 11 to begin your bullets. Additionally, when writing these points, describe what you did and highlight the end results of that
duty when possible. A simple format to follow is
Action verb + duty + end result
Example 1: Grew key accounts by 15% in first year.
Example 2: Evaluated and managed a monthly caseload of 25-30 clients, ensuring each client’s needs were met.
Furthermore, when possible, highlight your accomplishments, transferrable skills (a list of skills is found on page 12), and try to
quantify your value. For example, if you trained five employees, include the number five, or, if you helped fundraise $3,000,
make sure to include that figure in your bullet point. Your goal is to demonstrate to potential employers that you can be an asset
to their team.
Lastly, tailor your experience section to the job posting. Go through the job posting and highlight the skills and experiences that
the employer is seeking. Then make sure to include the skills that you possess and experiences that you have had that are in the
posting on your resume.

RESUME ACTION VERBS LIST
M

N

O

P

Q

R

Made
Magnified
Maintained
Managed
Mapped
Marked
Marketed
Mastered
Matched
Matured
Measured
Mended
Mentioned
Mentored
Merchandized
Modeled
Modernized
Motivated

Named
Narrated
Navigated
Negated
Negotiated
Netted
Neutralized
Nominated
Normalized
Noted
Noticed
Notified
Nullified
Nurtured

Obligated
Obliged
Observed
Obstructed
Obtained
Occupied
Offered
Officiated
Opened
Operated
Opposed
Orchestrated
Order
Ordered
Organize
Oriented
Originated
Outfitted
Outlined
Overcame
Overhauled

Participated
Performed
Persuaded
Pinpointed
Planned
Prepared
Prescribed
Presented
Presided
Prevented
Prioritized
Processed
Produced
Programmed
Projected
Promoted
Proposed
Protected
Provided
Publicized
Published
Purchased

Qualified
Queried
Questioned
Quoted

Received
Recommended
Reconciled
Recorded
Recruited
Rectified
Redesigned
Reduced
Refined
Reinforced
Rendered
Reorganized
Repaired
Reported
Represented
Researched
Resolved
Restored
Revamped
Reviewed
Revised
Routed

S

T

U

V

W

Scanned
Scheduled
Secured
Selected
Served
Serviced
Set up
Settled
Simplified
Sold
Solved
Spoke
Stimulated
Streamlined
Structured
Studied
Summarized
Supervised
Supplied
Supported
Systematized

Tailored
Talked
Tested
Trained
Transacted
Transcended
Transcribed
Transferred
Transfigured
Transformed
Translated
Transmitted
Traveled
Treated
Tried
Trimmed
Triumphed
Turned
Tutored

Uncoiled
Uncovered
Underlined
Underscored
Understood
Undertook
Underwrote
Unearthed
Unfolded
Unfurled
Unified
United
Unmasked
Unveiled
Updated
Upgraded
Upheld
Urged
Used
Ushered
Utilized

Validated
Varied
Ventured
Verbalized
Verified
Viewed
Vindicated
Visited
Visualized
Vitalized
Vocalized
Voiced
Volunteered

Warranted
Watched
Weaved
Weighed
Welcomed
Widened
Witnessed
Won
Worked
Working
Wowed
Wrapped
Wrote

ACTIVITIES
Your activities section can include participation in college athletics, clubs and organizations, community volunteerism,
professional memberships, etc. Depending on your experience, the section heading could instead be, Community Involvement
or Volunteerism. When describing your activities, make sure to include the college or organization name and your dates
of involvement. If your involvement has been extensive, you may choose to create bullet points to elaborate on your
accomplishments and skills utilized.
OTHER OPTIONAL SECTIONS:
Depending on your experience and skills, you may choose to include any or all of the following sections: Technical Skills,
Presentations, and Publications. Furthermore, if you are fluent in another language, you should have a separate Languages
section. Under that section, you can simply write, “Fluent in English and ______.”
REFERENCES:
“References available upon request” is not necessary to list at the bottom of your resume. Instead, create a separate reference page.
ADDITIONAL RESUME TIPS:
• Do not utilize personal pronouns such as I, we, our, or my because employers understand that you are referring
		 to yourself throughout your resume. The only time you may choose to utilize these words is in a summary or 		
		 profile section.
• Do not mention your age, race, political or religious affiliation, or hobbies on your resume. You do not want to
		 provide employers a potential means to discriminate against you.
• Delete added verbiage when possible. For example, delete “the” when appropriate throughout your resume.
• Be consistent throughout your resume, ensuring that if you bold one section heading that all of your section
		 headings are bold. Additionally, if you utilize periods at the end of your bullet points, make sure that there is a 		
		 period at the end of every bullet point. Furthermore, make sure that you are consistent with use of abbreviations 		
		 such as IL throughout your resume.
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RESUME ACTION VERBS LIST

STAN SAMPLE

3301 North Mulford Road · Rockford, IL 61114 · 815-111-1111 · sample@gmail.com

A

B

C

D

E

F

Accelerated
Accomplished
Achieved
Acquired
Adapted
Administered
Advertised
Advised
Allocated
Analyzed
Applied
Appraised
Approved
Arbitrated
Arranged
Assembled
Assessed
Assigned
Assisted
Attained
Audited
Awarded

Balanced
Bargained
Bartered
Began
Beheld
Believed
Benefited
Bestowed
Bid
Blended
Blocked
Bolstered
Booked
Boosted
Bought
Briefed
Broadcast
Broadened
Brought
Budgeted
Built
Bypassed

Calculated
Cataloged
Chaired
Charted
Clarified
Coached
Coded
Collaborated
Collected
Communicate
Compiled
Completed
Consolidated
Constructed
Consulted
Contributed
Controlled
Converted
Cooperated
Coordinated
Counseled
Created

Debated
Decided
Decreased
Deducted
Defined
Delegated
Delivered
Demonstrated
Described
Designated
Designed
Detected
Determined
Developed
Devoted
Diagramed
Directed
Discovered
Discussed
Displayed
Distributed
Documented

Earned
Edited
Eliminated
Encouraged
Enforced
Enhanced
Enlarged
Enlisted
Ensured
Entered
Enrolled
Established
Estimated
Evaluated
Examined
Exceeded
Executed
Exhibited
Expanded
Expedited
Experienced
Explained

Familiarized
Favored
Featured
Figured
Filed
Finalized
Finished
Fitted
Fixed
Flowed
Focused
Followed
Forced
Forecasted
Formed
Fortified
Forwarded
Found
Fulfilled
Functioned
Funded
Furthered

G

H

I

J

K

L

Gained
Gathered
Gauged
Gave
Generated
Gestured
Graded
Granted
Graphed
Grasped
Greeted
Grew
Grossed
Grouped
Guarded
Guided

Had
Handled
Harmonized
Headed
Heeded
Held
Helped
Highlighted
Hiked
Hindered
Hired
Honed
Honored
Hosted
Hunted
Hurried
Hypothesized

Identified
Implemented
Improved
Improvised
Increased
Influenced
Informed
Initiated
Inspected
Inspired
Installed
Instituted
Instructed
Interacted
Interpreted
Interviewed
Introduced
Invented
Investigated

Jaunted
Joined
Journeyed
Judged
Justified

Kept

Labeled
Labored
Launched
Learned
Lectured
Led
Legalized
Lessened
Leveled
Liberated
Licensed
Lifted
Limited
Linked
Listed
Listened
Loaded
Located
Looked
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EDUCATION:
Rock Valley College, Rockford, IL
Associate of Applied Science in Electronic Engineering Technology
G.P.A. 3.5/4.0

May 2013

ELECTRONIC SKILLS:
• DC circuits and instruments
• Digital and analog multimeters
• Reactive circuits and analysis
• Linear circuit analysis pertaining to solid state electronics
• Microprocessor interfacing
WORK HISTORY:
Best Buy, Rockford, IL
Shipping/Receiving Clerk
August 2012 - Present
• Ensure all merchandise coming into and leaving the store are checked and recorded in
		 computer system
• Assisted part-time in the electronics department setting up displays entailing hooking up
		 electronic equipment
ComTrak, Rockford, IL
Assembler
May 2012 – August 2012
• Assembled wiring in small motors
• Read electronic schematics to determine where wire needed to be connected
• Wired 200 motors per day
ACTIVITIES:
Rock Valley College Phi Theta Kappa
President
August 2012 – May 2013
• Administered the 150 member Phi Theta Kappa program
• Directed 2 major fundraisers, resulting in $5,000 scholarships
• Recruited 75 new members in one year by implementing a new marketing and
		 recruiting program
Rock Valley College Student Commission
Vice President
August 2011 – May 2012
• Coordinated 5 major events on campus involving 4 to 20 student commission members
• Maintained the Student Commission books by keeping track of expenditures on a lotus
		 based accounting program
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DAWN JOHNSON

AVA SMITH

1123 Johnson Place
Rockford, IL 61109
815-222-2222
DJohnson8@gmail.com

111 Mulford Rd. Rockford, IL 61114
ASmith@gmail.com
815-888-8888
EDUCATION
Associate of Applied Science in Nursing
Rock Valley College, Rockford, IL
G.P.A. 3.5/4.0
Licensure: Registered Nurse (RN), expected May 20XX
LANGUAGES
Fluent in English and Spanish
CLINICAL EXPERIENCE
Student Nurse
Pediatrics, Rockford Memorial Hospital, Rockford, IL, Fall 20XX
• Created patient care plans, including assessments, interventions, outcomes and
		 nursing diagnoses
• Conducted physical assessments and assisted children with daily living activities
• Asserted independence in use of technical skills and established priorities when confronted
		 with multiple tasks or patients
Student Nurse
Medical/Surgical, Swedish American Hospital, Rockford, IL, Spring 20XX
• Educated patients and family members on procedures, healthy lifestyle habits, and
		 preventative measures to ensure better outcomes
• Obtained and accurately recorded patients’ vital signs, intake and output and blood glucose
• Administered medications with attention to detail
Student Nurse
Psychiatric Mental Health, Swedish American Hospital, Rockford, IL, Fall 20XX
• Demonstrated therapeutic communication with a diverse client population
• Documented patient information in EPIC while maintaining client confidentiality
• Collaborated with nursing staff to facilitate admissions, discharges, and transfers
Student Nurse
Community Health, Winnebago County Health Department, Rockford, IL, Spring 20XX
• Developed brochure for teaching parents about safe infant and child care seat usage
		 approved by administrators for distribution county-wide

August 5, 20XX
Mr. Alex Smith
Director of Marketing
The Enterprise Group
345 Fulton Street
Rockford, IL 61103
Dear Mr. Smith:
I had a brief conversation with Jessica Consta, the personnel manager of your company, and she
suggested that I contact you regarding your opening for a Graphic Designer. My current goal is to find
an entry-level graphic design position in a marketing firm such as The Enterprise Group. I am specifically
interested in The Enterprise Group because you offer both web site development and graphic design
services to your clients. I am interested in both of these areas. I believe my background as an intern at
KMK Media Group, partnered with my recent Associate of Applied Science in Graphic Design will make
me an asset to your firm.
Additionally, during my time at Rock Valley College, I worked for the Director of Communication as a
student worker. My experience in that position included updating the website and branding the Rock
Valley College image through creating marketing pieces which are both experiences you are seeking in
candidates. Furthermore, as a result of my position at Rock Valley College, I developed strong written and
verbal communication skills.
I have enclosed my resume for your review. I look forward to hearing from you regarding an interview to
further discuss my qualifications and this position. Thank you in advance for your consideration, and please
feel free to contact me with any questions.
Sincerely,

Dawn Johnson
Enclosure: Resume and References

ADDITIONAL EXPERIENCE
Barista
Meg’s Daily Grind, Rockford, IL, January 20XX – Present
• Provided customer service to guests in a timely manner
• Ensured accuracy of orders through employing listening and multitasking skills
4
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THE COVER LETTER
There are two types of cover letters: Those that draw the reader in and entice him or her to read your resume, and those that
eliminate you from the running before your resume gets read.
The cover letter serves as the introduction to your resume. It is recommended to send a cover letter with your resume.
Just like your resume, your cover letter should be created separately and individually for each position for which you express
interest. Your career objective should be included in the cover letter not the resume. By including it in the cover letter (which
has to be written separately anyway), you can tailor the objective to the advertisement to which you are responding or to the
“hot tip” you received through your professional network.
Studies indicate that your cover letter has a life expectancy of about eight seconds, so it must be brief, yet informative.
The letter should have three recognizable parts. First, the opening should explain why you are writing and what interests you in
the specific opportunity. This paragraph is designed to grab the employer’s attention through demonstrating your knowledge
of the position and/or company. Second, the main body lists two or three of your major accomplishments and gives the reader
good reason to want to interview you. Lastly, the closing paragraph expresses a desire for future communication. Be sure your
letter draws a connection between the needs of the current job opening and the skills you can bring to the job.
While the experience of the applicant in the sample on the next page is undoubtedly different from your own, you
can adapt the format shown below to suit your individual career search needs.

Caroline Monson
• 123 Main Street          • Rockford, IL 61108          • 815-555-5555          • CMonson12@gmail.com

EDUCATION:
Rock Valley College, Rockford, IL
Associate of Arts, Currently Pursuing
Professional Bookkeeper Certificate, 2008
EXPERIENCE HIGHLIGHTS:
Customer Service
• Responded to customer questions via phone and email, ensuring a positive
		 customer experience
• Entered orders accurately and efficiently
• Collaborated with buyers and planners to expedite orders and communicated shipping
		 updates to customers
Bookkeeping/Accounting
• Reduced paper and postage fees by changing invoice billing system to using e-statements
• Updated office operations from an outdated manual process to modern technology to
		 enhance customer
		 satisfaction and streamline business functionality
• Managed accounts payable (A/P) and accounts receivable (A/R)
• Processed month-end financial reporting
• Calculated the sales tax and ensured compliance with the tax laws in five states
• Produced 3% annual savings by negotiating discounts with vendors
• Created 1099’s and reports for accountants to review
• Processed weekly payroll for 32 salaried employees
Administrative Support
• Utilized attention to detail when maintaining files and creating Excel spreadsheets
• Handled incoming phone calls on multi-line phone and directed calls appropriately
• Scheduled meetings and secured travel arrangements for Vice President
EXPERIENCE HISTORY:
Office Manager, J & M Distributors, Loves Park, IL, July 2011 – November 2013
Bookkeeper, Pella Windows & Doors, Loves Park, IL, May 2008 – July 2010
Administrative Assistant, Leading Edge Hydraulics, Rockford, IL, September 2005 – April 2008
COMMUNITY INVOLVEMENT:
Volunteer, Stroll on State, Rockford, IL, November 2013
Volunteer, Rockford Rescue Mission, Rockford, IL, 2009 – 2012
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Daniel Clark

REFERENCE PAGE

2222 Wynstone Way
Rockford, IL 61109
815-222-2222
DanClark2@rvc.com
PROFILE:
• Troubleshooting
• Installing software

• Installing computers
• Providing technical support

TIPS:

• Training
• Collaborating

EDUCATION:
Rock Valley College										
Associate of Applied Science in Cisco Networking, expected May 20XX
GPA: 3.53/4.0

Rockford, IL

CERTIFICATIONS:
CompTIA A+
Cisco CCENT
Cisco CCNA
Voice Over IP Associate
Microsoft Server Admin
TECHNICAL SKILLS:
Microsoft Office, Microsoft Active Directory, Cisco CLI for routers and switches and ASA firewall,
Linux/Unix, Microsoft Server, IP Telephony, CCNA Security
RELATED EXPERIENCE:
Savant Capital Management
Rockford, IL
Technology Intern, June 20XX – August 20XX
• Provided technical support regarding Windows and Mac equipment
• Performed inventory to ensure necessary equipment and supplies were available when needed
• Trained employees on software upgrades utilizing ability to communicate effectively
• Assisted with onboarding of new employees, including installing computers, software and phones
• Worked as part of a team when updating and configuring Cisco phone system
ADDITIONAL EXPERIENCE:
APAC Customer Services, Inc.
Rockford, IL
Customer Service Representative, August 20XX – Present
• Resolve customer inquiries promptly by providing detailed and accurate information
• Handle an average of 15 to 20 inbound calls per hour
• Communicate customer feedback to management to improve customer satisfaction levels
• Manage time effectively by prioritizing duties and responsibilities
Panera
Rockford, IL
Associate, September 20XX – May 20XX
• Listened attentively to customers when taking orders to ensure orders were processed accurately
• Developed ability to work under pressure in a fast-paced environment
• Completed Food Service Sanitation Certificate Course
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• Do not include “references available upon request on your resume.” Employers understand that they can request
		 your references at any point.
• Instead, create a separate reference page and include it as the second page of your resume or bring it with you
		 to an interview and say, “Here is a list of my references, please feel free to contact them at any point.”
• When creating your reference page, utilize the same heading as your resume to ensure a clean and
		 consistent application.
• Write the word “References” either centered or left justified under your heading. (see example below)
• You should include between three to five references.
• Make sure to contact your references in advance and ask if they will indeed be a positive reference for you in
		 your job search.
• Examples of references could be past or current supervisors, professors, co-workers, or college staff members.
		 Your relatives should not be listed as references.
• When listing your references, make sure to include their employers name, their title at work, their employer’s
		 address, their telephone number and email address if available.

AVA SMITH
111 Mulford Rd. Rockford, IL 61114
ASmith@gmail.com
815-888-8888
REFERENCES
Joe Smith
Manager of Student Life
Rock Valley College
3301 N. Mulford Rd.
Rockford, IL 61114
815-222-2222
J.Smith@rockvalleycollege.edu
Cindy Jones
Clinical Supervisor
Rock Valley College
3301 N. Mulford Rd.
Rockford, IL 61114
815-333-3333
C.Jones@rockvalleycollege.edu
Kayla Brown
Supervisor
Wesley Willows
4141 N. Rockton Ave.
Rockford, IL 61103
815-444-4444
KBrown@wesleywillows.org
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