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Resume & Cover Letter Guide – Liberal Arts & Sciences 
 

Self Assessment: 

In order to write an effective resume, you need to sit down and answer some questions about yourself.  These 

are the same kinds of questions that you have been asked throughout your college career and will be asked 

when interviewing.  Can you answer them? 
 

●What are your short and long range career goals? 

●What are your strengths? 

●What skills do you possess that may be of interest to someone reading your resume? 

●What have you done in your academic work, summer jobs or co-curricular activities that the reader might find 

relevant? 

● What have others said about your work through evaluations and informal comments? 
 

Using Your Answers To Build Your Resume: 

Now that you’ve begun to think about your best qualities you can begin to develop and organize your resume.  

An employer spends about 15-20 seconds on an initial review, so keep in mind that the information with the 

most impact should be closer to the top.   
 

● Typically, the reader wants to know the purpose of your resume.  Your objective tells what you want to do, 

what strengths you have to do it and, possibly, what environment you want to do it in.  This is typically the 

hardest part of resume development, but very important in focusing the reader.  The objective does not have to 

be too narrow (To become a Cancer Researcher at Strong Memorial Hospital), but it also shouldn’t be too broad 

(To become a Human Services worker).  Some writers will have 2-3 resumes with different objectives in order to 

give themselves options.  If you’re struggling with your objective and your career focus, ask for help.   
 

● Once you have your target field, research what qualifications the reader may be seeking.  You can do this by 

going to our website and looking at posted openings or talking with Alumni Career Partners or other 

networking contacts and getting their advice.  Knowing what kind of background and skills employers in your 

field want can help you to prioritize the rest of the information on your resume.   
 

● Organize your resume in order of importance.  Give more information about those experiences and 

qualifications that make you a good candidate and don’t give a lot of detail about extraneous or unrelated 

experiences.  Exception:  if an unrelated experience allowed you to develop significant skills, go ahead and give 

more detail.  An example:  perhaps you served as President of a major campus organization (unrelated to your 

career goals), and as a result, developed strong leadership and organizational abilities.  Those skills are valued 

by all employers and should be acknowledged in some way on the resume.   
 

● Most people do not provide highly personal information such as age, marital status, ethnic background, 

religious preferences, etc. 
 

● Finally, understand that your resume is a demonstration of your qualifications now.  It is an ever-changing 

document and should be updated on a regular basis. 



Hints On Cover Letter Composition 
When sending your resume by mail to any employer, make sure you always include some 
type of "covering" letter.  Employers often receive so many inquiries about positions that 
they are genuinely impressed when a well-crafted, professional letter accompanies a 
resume.  Styles and formats vary, but essentially a cover letter is a type of formal business 
communication, which serves as an introduction of you and your qualifications to a 
prospective employer.  
 
The three most common types of cover letters are: letters of inquiry in which you are 
unaware of any specific vacancies, but want to establish your interest in opportunities 
which may become available with a particular employer; letters of application are written 
when you are aware that an opening does indeed exist and you wish to address your 
specific attributes which qualify you; networking letters for those employers you have been 
referred to through your networking contacts.   
 
Keep in mind the following points when writing your cover letters: 
   

• Your letter must be directed to a specific person and reflect that person's correct title.  If 
possible, do not use Dear Sir/Madam or Dear Personnel Director salutations. 

 
• Your letter should be word processed.  Be sure to use the best possible printer available 

(laser or letter-quality).  Appearance is very important when making a first impression.  
Use high quality bond paper in the same color as your resume.  Do not use harsh or severe 
shades.  Boldface, italics, and the use of simple graphics or multiple type fonts/sizes can 
be utilized but should not be overdone or distracting.  

 
• Personalize the letter whenever possible.  For example, mention the name of the 

organization in the body of your letter rather than referring to "your organization".  
Careful use of creative techniques such as anecdotes, career-relevant quotes, and the 
stressing of unusual qualifications can make your letter stand out.  It can help to think 
about not only what you've done, but how well you've done it.  Use these techniques to 
avoid simply restating information that you have included on your resume.   

 
• Cover letters are not autobiographies.  The goal is to keep your letter short enough to 

sustain the interest of the reader, and at the same time include enough information about 
your qualifications to provide the employer with the incentive to invite you for an 
interview.  Your task is to enlighten the employer about what you know, what you can 
do, and what you can bring of value to the employer in question. 

 
• Have someone proofread your letter for errors, awkward phrases, etc.  Your letter must be 

accurate, attractive and error-free.  
 
Cover letters should always reflect your  writing style.  Do not copy anyone else's or any 

of the examples found in this guide.  If you are having trouble, consult the Career 
Services Office resource area for additional information.  Office staff would be more 

than happy to review rough drafts of your cover letter; you can schedule an 
appointment with a staff member or come in during drop-in hours.  To schedule an 

appointment, call 245-5721 or stop into our office in Blake A 104.   
 



 
Sample Cover Letter Outline 

 
YOUR STREET ADDRESS 
CITY, STATE, ZIP 
DATE 
 
 
EMPLOYER NAME 
TITLE 
ORGANIZATION 
ADDRESS 
 
 
SALUTATION: 
 
The first paragraph should establish why the letter is being written.  Are you aware of a 
specific vacancy?  If so, cite the source where you learned about the opening.  Has 
someone referred you to this employer?  If so, use their name (with permission).  Perhaps 
you are just inquiring about the possibility of an opening.  If so, try to write something 
that will attract the attention of the reader and encourage him/her to want to know more 
about you. 
 
The second and perhaps third paragraph establishes your qualifications.  You may wish 
to outline what you think are your unique academic, experiential and personal qualities 
and how they relate to the position you are seeking.  It's important to demonstrate that 
you're aware of what you can bring of value to an employer.  It may be a good time to 
mention information that points out that you've done your "homework."  Ideally, through 
research, you've developed a certain degree of knowledge about the employing 
organization.  Provide one or two specific examples that demonstrate your most 
outstanding career-related characteristics.   
 
The next paragraph is fairly straightforward.  Offer to provide additional information 
regarding your qualifications.  You should let the employer know that you would 
welcome the opportunity for a personal interview and/or that you look forward to 
hearing their response.  A more assertive approach would involve mentioning that you 
will follow-up within 1-2 weeks to discuss an interview.  Only say this if you are willing to 
make the call.  In this paragraph you may also want to mention when you will be in their 
area or how you can be reached after a certain date. 
 
Thank you for your time and consideration is all you need to say in the last paragraph. 
 
Sincerely, 
 
Signature 
 
Typed Name 
 
Enc. (means enclosure, indicating that your resume is included with cover letter.) 



Quick Answers to Your Questions on Developing a Quality Resume 
 

Probably one of the most important documents you'll ever compose, your resume, serves as a highly polished, 

professionally written presentation of your qualifications to prospective employers.  Keep in mind that friends, 

family, faculty, recruiters--almost everyone has an opinion about what constitutes the "perfect" resume.  No 

such document exists.  A good resume needs to contain certain kinds of information that employers expect to 

see, but what you say, how you say it and the style in which you present it is entirely up to you.  You need to 

use a little imagination and creativity to present your unique qualifications to employers.  Do not copy the 

samples in this publication or others.  Use them as guidelines and to generate ideas on how to design your 

resume. 
 

For more information about resumes or cover letters, refer to one of the many books on resume writing in the 

career resource area or consult with the Career Services staff.  The following are some key points to 

remember: 
 

Length 

The resume should be a concise statement of your background and qualifications.  While one page is generally 

sufficient, in some cases a particularly capable and experienced candidate may require a second page.  If a 

second page is needed, it should cover at least half of the second page, include your name at the top and use a 

paperclip, do not staple. 
 

Format  

There are many different formats and approaches to visually present your qualifications.  Your choice of a 

format is going to depend to a great extent on the type and quantity of information you wish to provide.  Avoid 

splashy and overly creative gimmicks, but don't be afraid to break from the norm to some extent.  The use of 

simple linear graphics and varying type fonts/sizes can liven up an otherwise drab resume.   
 

Appearance 

Try to keep the resume pleasing to the eye.  Don't present information in long, thick paragraphs.  Potential 

employers will review this document quickly, so make it easy to read.  All print on your resume should be 

black.  If you include e-mail addresses or web sites, please remove the hyperlinks that underline and 

automatically turn the print blue by right clicking on the address. 
 

Paper and Printing  

Use high quality bond 8 1/2 x 11 inch paper in white or off-white colors.  Your resume and cover letter paper as 

well as your envelope should match.  We strongly recommend laser printing your resume.  The Career Services 

Office has a Student Computer Lab area with 2 computers, printers, resume paper and envelopes available for 

your use.  If possible, run your envelopes through a printer as well.  If not, use labels or print the address 

carefully. 
 

References 

Your references should be listed on a separate page on matching paper with your name clearly stated at the top.  

Along with the names of 3-5 references, you should also list their job title, organization, address, phone number 

and e-mail address. 
 

Remember, your cover letter, resume and reference page are typically your first introduction to an employer 

and their presentation makes a statement about you.  Are you neat, organized, do you use your words well 

and with impact, are your sentences coherent and enlightening?  Take the time and care to make a strong 

impression! 
 

 



SSaammppllee  RReessuummee  OOuuttlliinnee  
Your Name ● Your Address ● Your Phone Number ● Your E-Mail 

 
Objective If you decide that you wish to include an objective on your resume, make sure that it is 

specific and well stated.  Avoid vague and ambiguous statements.  Your objective can be 
stated in your cover letter instead of your resume.  You may also choose to have an 
additional resume with a different objective. 

 
Education In this section you will want to include information about the institutions you have 

attended, degrees received, and your majors and minors.  Optional information for this 
section can include your GPA, honors and awards including Dean's List and study abroad 
information.  A typical format for a Geneseo student might look like this: 

 
   State University of New York College at Geneseo  
   Bachelor of Arts, Communication, May 2009          
   Overall GPA: 3.2/4.0 Dean's List:  Spring 2008 
 
Experience Your Experience sections can take on many different formats.  You might have a separate 

section for Related Experience if you have had some experience in the career field that 
you wish to enter.  Other Experience sections might be called Work Experience, 
Internship Experience, Volunteer Experience, Leadership Experience, etc.  Keep in mind 
that you may have an Experience section with only one item in it.  This is a good tactic if 
you want to draw particular attention to what you feel is a very important aspect of your 
resume.  It is more important to categorize your experiences based on relatedness of the 
skills you used or learned rather than whether or not you were paid, received credit for 
the experience, or if it took place during the school year or the summer.  Therefore, a 
Related Experience section might include a summer job, a credit-bearing internship and a 
research project that you did for class.  A typical entry in an Experience section might look 
like this:  

 
   Public Relations Intern   SUNY Geneseo Career Services 
   Fall 2008     Geneseo, NY 
   •Developed marketing pieces including flyers, e-mails and ads for programs 
   •Wrote press releases for campus distribution and publications for Career Services 
   •Participated in professional planning meetings for the office 
 
Activities Should include clubs and organizations that you have been a member of, volunteer 

activities that you have participated in and leadership positions that you have held not 
stated elsewhere on the resume. 

 
Skills Computer Skills:  Should include information on systems, software, hardware and 

languages that you have used.  
   Foreign Language Skills:  Written or verbal ability in any foreign language. 

Research Skills:  Familiarity with tools and equipment used for research. 
 

You may wish to separate each Skills section or combine into one depending on the focus 
and length of your resume. 

 
References Can be simply stated as "Available Upon Request". 

 
 
 



AAccttiioonn  VVeerrbbss  
The following is a list of action verbs that should help you in describing your experiences and activities 

on your resume. 
 
Management 
Skills 
Administered 
Analyzed 
Assigned 
Attained 
Chaired 
Consolidated 
Contracted  
Coordinated 
Delegated 
Developed 
Directed 
Evaluated 
Executed 
Improved  
Increased 
Organized 
Oversaw 
Planned 
Prioritized 
Produced 
Recommended 
Reviewed 
Scheduled 
Strengthened 
Supervised 
 

Communica- 
tion Skills 
Addressed 
Arbitrated  
Arranged 
Authored 
Collaborated 
Convinced 
Corresponded 
Developed 
Directed 
Drafted 
Edited 
Enlisted 
Formulated 
Influenced 
Interpreted 

Lectured 
Mediated 
Moderated 
Negotiated 
Persuaded 
Promoted 
Publicized 
Reconciled 
Recruited 
Spoke 
Translated 
Wrote 
 

Research 
Skills 
Clarified 
Collected 
Critiqued 
Diagnosed 
Evaluated 
Examined 
Extracted 
Identified 
Inspected 
Interpreted 
Interviewed 
Investigated 
Organized 
Reviewed 
Summarized 
Surveyed 
Systematized 
 

Technical 
Skills 
Assembled 
Built 
Calculated 
Computed  
Designed 
Devised 
Engineered 
Fabricated 
Maintained 
Operated  

Overhauled 
Programmed  
Remodeled 
Repaired 
Solved 
Upgraded 
 

Teaching 
Skills 
Adapted 
Advised 
Clarified 
Coached 
Communicated 
Coordinated 
Demystified 
Developed 
Enabled 
Encouraged 
Evaluated 
Explained 
Facilitated 
Guided 
Informed 
Instructed 
Persuaded 
Set goals 
Stimulated 
Trained 
 

Financial Skills 
Administered 
Allocated 
Analyzed  
Appraised 
Audited 
Balanced 
Budgeted 
Calculated 
Computed 
Developed 
Forecasted 
Managed 
Marketed 
Planned 

Projected 
Researched 
 

Creative Skills 
Acted 
Conceptualized 
Created 
Customized 
Designed 
Developed 
Directed 
Established 
Fashioned 
Founded 
Illustrated 
Initiated 
Instituted 
Integrated 
Introduced 
Invented 
Originated 
Performed 
Planned 
Revitalized 
Shaped 
 

Helping Skills 
Assessed 
Assisted 
Clarified 
Coached 
Counseled 
Demonstrated 
Diagnosed 
Educated 
Expedited 
Facilitated 
Familiarized 
Guided 
Motivated 
Referred 
Rehabilitated 
Represented 
 

 

Detail Skills 
Approved 
Arranged 
Cataloged 
Classified 
Collected 
Compiled 
Dispatched 
Executed 
Generated 
Implemented 
Inspected 
Monitored 
Operated 
Organized 
Prepared 
Processed 
Purchased 
Recorded 
Retrieved 
Screened 
Specified 
Systematized 
Tabulated 
Validated 
 

Accomplish- 
ment Verbs 
Achieved 
Expanded 
Improved 
Pioneered 
Reduced  
Resolved 
Restored 
Spearheaded 

Transformed 

 

 

 

 

 

 

 



  
 

5 Main Street, Apartment 5 
Geneseo, NY  14454 
February 15, 2009 
 
Mr. John Harris 
Vice President 
ABC Manufacturing Inc. 
234 Smith Street 
Boston, MA  02956 
 
Dear Mr. Harris: 
 
I recently read that ABC underwent expansion and is now pursuing the automotive market.  My 
research indicates that ABC is known for its outstanding quality and customer service.  That caught 
my interest because in a time when most American manufacturing companies are receiving poor 
report cards for both areas, ABC has been in the Manufacturer’s Quality Award “Top 5” for three 
years. 
 
As I approach graduation from SUNY Geneseo, I have established several career goals.  The first is to 
be an integral part of a public relations team at a high technology manufacturing corporation.  I 
studied Communication, English and Political Science in college in order to understand our 
competitive world and what it takes to succeed.  What I learned in and out of the classroom will 
assist me in presenting my employer to the public and most importantly to their customers.  In 
addition, the experience as an automotive parts sales representative over the past two summers has 
shown me other characteristics of a successful professional:  persistence, goal orientation and hard 
work! 
 
It has been said that education covers a lot of ground but it does not cultivate an inch of it.  That 
became evident to me after completing two internships in Public Relations.  I learned that you need 
to keep at it and modify your approach as you get feedback.  They were great experiences and I want 
to continue to learn and establish myself as a top professional.   
 
I am impressed with ABC’s growth and reputation for excellence and very much want to launch my 
career with you.  As ABC grows, you may need additional people.  If that is the case, I would like to 
meet with you so we can discuss how I could contribute.  I will call on February 28nd at 10:00 am to 
insure that this correspondence has arrived, and to arrange a time that is convenient for you. 
 
Sincerely, 
 
 
 
Frank G. Chen 
 
Enc. 

 



FRANK G. CHEN 
Fgc97@geneseo.edu 

 

Permanent Address:  College Address: 
82 Oakbriar Court  5 Main Street, Apartment 5 
Penfield, New York 14526  Geneseo, New York 14454 
(585) 377-5358   (585) 243-2630 
 

OBJECTIVE 
 

 Professional opportunity with primary focus on Public Relations, utilizing  
 proven talent in oral communication, writing ability, customer relations, and  
 creativity.  Will relocate. 
 

EDUCATION 
 

 State University of New York at Geneseo 
 Bachelor of Arts, May 2009 
 Major:  Communication 
 G.P.A. in major:  3.40/4.0 
 Minors:  English and Political Science 
 

RELATED EXPERIENCE 
 

 Public Relations Intern, Eric Tower and Associates, Rochester NY, Spring 2009 
ü Wrote press releases for client announcements, scheduled press conferences and  

assisted staff in daily client activities. 
 Public Relations Intern, Career Services Office, SUNY Geneseo, Fall 2008 

ü Assisted office in creatively marketing office services and programs.  Wrote  
press releases and e-mail messages.  Produced colorful, eye-catching materials for 
bulletin boards, advertisements and posters around campus. 

 Orientation Advisor for incoming new students, Summers 2007, 2008 
 Telephone Solicitor for Geneseo’s Alumni Phone-a-Thon, Fall 2007-Spring 2008 
 Sales Representative at The Parts Store, Summers 2007, 2008 
 Staff Reporter and Art Critic for the Lamron (college newspaper), 2007-2008 
 

ACTIVITIES 
 

Vice Chairperson, Student Association; Student Representative, President’s Affirmative 
 Action Committee; Student Representative, College Senate; Delegate, National  
 Conference on Student Services; United Students for the Continent of Asia (USCA) 
 

COMPUTER SKILLS 
 

Microsoft Word, Excel, Access and PowerPoint 
Adobe PageMaker, PhotoShop and Illustrator  

 
REFERENCES AND PORTFOLIO 

 

 Available upon request. 



 
 

Box 7777, 10 MacVittie Circle 
SUNY Geneseo 
Geneseo, NY 14454 
March 21, 2009 
 
Ms. Beth Orlando 
Senior Associate 
Maxim Computer Consultants 
2002 Main Street 
Syracuse, NY 13057 
 
Dear Ms. Orlando: 
 
Please consider this letter as an initial application for a position as a Systems Analyst for Maxim 
Computer Consultants, a position listed through the Career Services Office at SUNY Geneseo.    
  
Recently graduated from the State University of New York at Geneseo, I was a strong student, 
achieving a 3.5 GPA.  Although a recent graduate, I am not a typical new graduate.  The 
internship that I completed with the Albany Semester Program provided me with a professional 
experience that will allow me to hit the ground running in my first full-time position.  I was able 
to upgrade my computer skills in my role in Albany, but also learned the importance of 
teamwork and approaching other experts on new and different ways of solving problems.  
Feedback from my experience consisted of "...amazing worker!" and "not afraid to learn and do 
new things".   
 
I financed 100 percent of my college education by holding a series of jobs, each with substantial 
responsibility.  During the school year, as well as during breaks and summers, I worked and 
still found time to volunteer.  I am confident that I have the maturity, interpersonal and 
computer skills to embark on a career in the technology industry, and would like to do this in 
New York, my home state. 
 
I would be happy to provide you with any additional information you may require to evaluate 
my qualifications, including a more detailed list of skills and projects.  I will follow up this letter 
with a phone call to see if I can arrange a time to meet with you. 
 
Thank you for your consideration. 
 
Sincerely, 
 
 
 
Mark Baker 
Enc. 
 
 

  



MMAARRKK  BBAAKKEERR  
 

College Address:  Box 7777, MacVittie Circle, SUNY Geneseo, Geneseo, NY 14454, (585) 245-7688  

Home Address:  39 64
th
 Street, New York, NY 11059, (216) 674-2140 

mtb92@geneseo.edu 
 

PROFESSIONAL OBJECTIVE 
To obtain a position as a Systems Analyst. 

 

EDUCATION 
Bachelor of Arts Degree, Computer Science  

State University of New York at Geneseo, Geneseo, New York, May 2009 
Overall Grade Point Average:  3.5 

 

RELEVANT COURSEWORK 
C Programming and Unix, Data Communications, Computer Graphics, Operating Systems, 

Systems Design, Artificial Intelligence and Computer Architecture 
 

COMPUTER SKILLS 
Operating Systems:  UNIX, Windows 199x-XP 

Languages:  C++, JAVA, Visual BASIC 
Databases:  JDBC, Oracle, Sequel Server 

Internet:  ASP, JSP, JZEE, Web Services, XML 
 

INTERNSHIP 
Albany Semester Program, Albany, New York                     Summer 2008 
Assigned to the New York State Office of Mental Retardation and Developmental Disabilities to assist 
with the update of their web site.  Modified the HTML pages of the e-Learning West Nile Virus web-
based training course.  Determined the copyright status of images used and identification of potential 
replacement images.  Developed the Help, Frequently Asked Questions and Contact Us pages and 
became familiar with the Americans with Disabilities Act requirements for software development.  
Worked within the Messaging Application development team to ensure consistency with other NYS 
web pages.  
 

WORK HISTORY 
Technical Support Staff, SUNY Geneseo                            August 2007 - present 
Assisted faculty, staff and students with software questions, primarily with Microsoft products.  
Assisted with the development and revision of departmental web pages to remain consistent with 
the college-wide web site. 

 

Tour Guide, SUNY Geneseo                         Spring 2007 - Spring 2008 
Selected from over 50 applicants to direct groups of visitors. 
 

ACTIVITIES AND HONORS 
Dean’s List, Four semesters, President’s List, One semester  

GOLD, Ruby Leadership for the Information Age Certificate  
Geneseo Area Gaming Group, Founding Member 

 

REFERENCES AND ADDITIONAL INFORMATION AVAILABLE AT 
www.markbaker@aol.com 



  
 

 
Box 6666, 10 MacVittie Circle 
SUNY Geneseo 
Geneseo, NY  14454 
January 20, 2009 
 
Ms. Patricia Bird 
Laboratory Manager 
Environmental Protection Agency 
8614 Capital Avenue 
Albany, NY  12237 
 
Dear Ms. Bird: 
 
Professor Isidro Bosch suggested I contact you regarding my interest in obtaining a Research and 
Development position with the federal government.  He indicated that you have been of assistance to 
SUNY Geneseo graduates in the past and may be in a position to hire someone in the next few 
months.  My broad base of preparation includes both education and practical experience. 
 
I am interested in any entry-level position that would allow me to put to good use my majors in 
Biology and Chemistry.  Specifically, I feel qualified in laboratory techniques, research methods and 
documentation.  I am a well organized, meticulous worker who takes pride in completing projects 
within a given timeframe and to the specifications desired. 
 
You will notice on the enclosed resume that I have spent many hours in a laboratory setting, 
completing my own projects and working with teams to reach our goals.  That experience convinced 
me that my interest and talents are compatible to the field.  Whether conducting experiments or 
writing reports, I found that the work was always interesting and exciting. 
 
Ms. Bird, I am an individual who accepts responsibility, meets deadlines, functions under pressure, 
and relates to a variety of people.  I pride myself in my diligence, attitude, and maturity.  Should you 
anticipate any vacancies on your staff, I hope you will keep me in mind. 
 
Sincerely, 
 
 
 
Denise R. Williams 
 
Enc. 
 
 
 
 
 
 



 
Denise R. Williams 
drw97@geneseo.edu 

 
Box 6666, 10 MacVittie Circle  After June 1, 2009 
SUNY Geneseo    55 Kings Road 
Geneseo, NY  14454    Old Westbury, NY  11568 
(585) 245-6177    (516) 544-7794 
 

Objective: Research and development in applied biology 
 

Education: State University of New York at Geneseo 
 Bachelor of Science, May 2009 
 Double Major – Biology & Chemistry  GPA 3.6/4.0 
 

Relevant Coursework: Developmental Biology 
 Experimental Research   
 Biological Techniques – Electron Microscopy, Molecular Techniques 
 Microscope Techniques 
 Advanced Physical/Instrumental/Analytical Laboratory 
 Advanced Organic and Inorganic Chemistry  
 Biology Honors Thesis 
 

Related Experience: Research Assistant  September – May 2008 - 2009 
 Biology Department, SUNY Geneseo 

Assisted Biology Professor in Cytogenetic laboratory.  Prepared   
culture media, maintained records and analyzed tissue culture     
response.  Presented summary of findings at the Faculty/Student    
Forum.    

 
 Lab Services Technician  Summers 2007, 2008 
 FONTAC, Inc., Roslyn, NY 
 Acid washing of organic chemistry glassware used in production   
 and R & D.  Maintained sufficient supplies of sterile laboratory  
 equipment to meet production requirements. 
 

  Biology and Chemistry Tutor 2006 - 2008 
 Access Opportunity Program, SUNY Geneseo 
 

Computer Skills: Microsoft Word, Excel, Access and PowerPoint 
 Biological System Modeling 
 

Activities: Golden Key Honor Society 
 Bios Club, Treasurer and Vice President 
 Inter Residence Hall Representative 
 NCAA Division III Tennis 
 Alpha Kappa Phi sorority 
 

References and Synopsis of Research Skills and Publications:  Available upon request. 
 
 



  
 

 
2770 Fountain Boulevard 
Rochester, NY 14611 
November 7, 2008 
 
Mr. Alvin Battle 
Executive Director 
A Better Way, Inc. 
4749 Alden Boulevard 
White Plains, NY  24774 
 
Dear Mr. Battle: 
 
I am writing in regard to your advertisement for the Intake Assistant position listed in last week’s 
Democrat and Chronicle.  Having had recent experience in an agency similar to yours, I would like to 
outline my qualifications for the position. 
 
Over the last thirteen weeks, I have worked as a volunteer at Hillside Children’s Center in Rochester, 
New York.  My duties have focused on interviewing clients aged 12-16 to determine an appropriate 
placement in our residential treatment center.  My supervisors at Hillside have uniformly 
complimented me on my performance, and I would be very pleased to begin my career in the human 
service field in a similar capacity. 
 
My Psychology and Sociology studies at SUNY Geneseo have also been helpful by providing me with 
an appreciation and understanding of issues in delinquency, family dynamics and the social welfare 
system. 
 
Mr. Battle, I am an individual with a great deal of patience, empathy and enthusiasm.  Years ago I 
made a commitment to use my abilities to assist the less fortunate.  As my college graduation 
approaches, I am eager to start my career in an environment where I can help to make a difference.  I 
will call you in the afternoon of November 27 to determine if we can arrange a time for a personal 
interview. 
 
Sincerely, 
 
 
 
Karen P. Carleton 
 
Enc. 

 

 

 

 

 



KKaarreenn  PP..  CCaarrlleettoonn  

2770 Fountain Boulevard • Rochester, NY  14611 • (585) 872-5356 
kpc85@geneseo.edu 

 

Career Objective 
Human Services position requiring counseling and advocacy skills within community or institutional 
setting. 
 

Qualifications 
• Fluent in written and spoken Spanish 
• Sensitive listener  
• Strong written communication and presentation skills 
• Easily relate to a wide variety of people 
• Work well under pressure and in a hectic environment 
• Computer literate in Microsoft Word, Access, Excel, PowerPoint 
 

Education 
State University of New York at Geneseo 
Bachelor of Arts in Psychology and Sociology, May 2009 
Grade Point Average - 3.2/4.0 
 

Related Experience 
Counseling 
• Intake interviewing and classification of delinquent boys 
• Individual counseling regarding personal adjustment and vocational plans 
• Conducted group sessions on sensitivity training 
• Consulted with parents on training programs and courses of action 

Organization 

• Wrote in-depth individual reports on youths under my jurisdiction 
• Served as liaison between my department and the institutional director 
• Helped rewrite evaluation forms for acceptable behavior and progress 
• Scheduled developmental modules to coincide with daily routine 

Teaching 

• Taught new volunteers motivational techniques 
• Presented workshops for youths on potential careers 
• Taught basic writing skills to high school drop-outs 
 

Work Experience 
Earned 50% of college expenses by working summers as a Playground Director and as a Union 
Manager during the school year.  Volunteer at Hillside Children’s Center and Avon Nursing Home, 
2006 to present. 
 

Activities 
Big Brothers, Big Sisters of Livingston County  Circle K, Vice President 
InterVarsity Christian Fellowship    Intramural Broomball and Soccer 
 

References 
Available upon request 



  
 

26 Wadsworth Street 
Geneseo, NY 14454 
February 12, 2009 
 

Anita B. Chin 
Director of Human Resources 
Lord and Taylor, Inc. 
50 Fifth Avenue 
New York, NY 10001 
 

Dear Ms. Chin: 
 

I recently reviewed the employment section of the Lord and Taylor web site and was instantly 
attracted to the posting for the Executive Management Training program.  I am completing my 
college studies at SUNY Geneseo this coming May and am enthusiastically seeking entry-level 
management opportunities in the metro New York City area.  I would like to outline my 
qualifications for your consideration. 
 

Over the last several years I have become involved in several work experiences that have allowed me 
to develop traits I believe to be important prerequisites for success in the retail industry.  Specifically, 
in my campus jobs as a Resident Advisor and with Campus Scheduling & Events, I have dealt with 
peers, faculty, and fellow employees and supervisees with great success.  My work as a Supervisor at 
Lockheed Martin taught me invaluable lessons about training, motivating and evaluating staff.  In 
addition to the skills itemized on my resume, I am a good listener, pay great attention to detail, and 
consistently handle stress with quiet yet firm confidence. 
 

I am especially interested in a career path which draws upon my ability to be effective and efficient in 
providing a business service such as retailing.  The Executive Management Training program at Lord 
and Taylor would give me the chance to refine the qualities I currently possess and develop new 
ones.  To grow professionally with an organization with Lord and Taylor's stature is equally 
attractive to me. 
 

Enclosed is my resume that provides you with further details about my qualifications.  I'd also like to 
point out that my education at Geneseo has been first-rate.  The College is regularly regarded as the 
most selective campus within the SUNY system and ranks quite high in many national surveys that 
measure the quality of higher education institutions.  
 

I would bring a strong sense of motivation, purposefulness and ambition to Lord and Taylor.  I hope 
to hear from you soon. 
 

Sincerely, 
 
 
 
Jennifer A. McGuire 
 

Enc. 
 
 



Jennifer A. McGuire 

jenna66@yahoo.com 
 

Permanent Address: 805 Audrey Court, Endicott, NY  13760  (607) 748-8192    

College Address:  26 Wadsworth Street, Geneseo,  NY 14454  (585) 243-9090 
 

OBJECTIVE   Entry level position in a retail setting with strong interest in customer service 

opportunities with management potential. 
 

KEY SKILLS •Strong communication skills gained through campus and summer work 

  •Effective in high pressure, hectic environments 

  •Able to resolve interpersonal conflicts 

  •Experienced in motivating and leading in small and large groups  

  •Comfortable with variety of computer and office technologies 
   

EDUCATION   Bachelor of Arts, May 2009 

  State University of New York at Geneseo 

  Major: English   Minor: History 
   

EMPLOYMENT   Summer Supervisor, Food Services, Lockheed Martin, Owego, NY 

Gained experience in various aspects of food service including planning, producing, 

and serving meals for 5000 employees; trained and supervised new employees.  Twice 

named Employee of the Month.  May - August, 2008 
 

Resident Advisor, SUNY Geneseo  

As a paraprofessional staff member, performed supervision, counseling, and 

administrative assignments.  Assisted students with personal problems, served as 

liaison between students and administration.  September, 2006 - May, 2008 
 

Campus Scheduling & Events Office Assistant, SUNY Geneseo  

Planned and designated where campus events were to be held.  Position involved 

substantial computer work as well as interacting with faculty, staff, student and off 

campus constituents.  September, 2006 - May, 2007 
 

  Park Director, Town of Union Parks Department, Endicott, NY 

  Managed seven park employees; responsible for all park activities.   

  May - August, 2006 
 

SPECIAL    Greek Council Representative, SUNY Geneseo Activities Commission.  

ACTIVITIES Represented 5000 students as a voting member in the planning of  all college activities.  

September 2008- May 2009 
 

President, Inter-Sorority Council.  Planned and supervised pledging activities for 300 

women.  Enforced college policies among seven sororities.  September 2007- May 2008 
 

Campus Carnival Chairman, SUNY Geneseo Activities Commission.  Planned large 

carnival for Spring Weekend.  Hired musical entertainment and concessionaires.   

April 21, 2007 

 

REFERENCES   Available upon request.     Updated Summer 2009 


