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What is a resume?
The word resume is taken from the French language and 
means “summary.” Your resume is a summary that provides 
the reader with a clear and concise presentation of your ex-
perience, background, and skills and highlights the qualities 
you possess that are particularly relevant to the position you 
are seeking.

Your resume serves as a marketing brochure to promote 
and sell your abilities, experience, and talents. In most cases, 
it provides the initial contact with a prospective employer. 
Since first impressions are critical in the job search, your 
resume must create a positive first impression. Choose 
style and format that presents you in the best light. When 
screening resumes, employers spend between 15 and 30 
seconds scanning each resume submitted. Hence, a poorly 
organized and written resume may eliminate you from 
consideration as a candidate for employment regardless of 
your qualifications. Although resumes do not secure jobs, 
they can open doors to the interviews you want. Ideally, 
your resume will create a desire on the reader’s part to meet 
you, and it may serve as a springboard for conversation in 
the interview. The time and effort you devote to preparing 
your resume is a worthwhile investment in your future.

Resume writing is an art, not an exact science. Since 
resumes are unique to the individual, there are no “right” 
or “wrong” ways to approach developing your summary. A 
resume can only be effective or ineffective. Ask yourself, 
is it possible to determine the type of work you are seeking 
simply by looking at your resume? Does the resume convey 
skills, abilities, and experiences pertinent to the position? 
The following information will guide you through the pro-
cess of writing your resume. In addition, sample resumes are 
included to illustrate various resume styles and formats.

Where do I begin?
When writing your resume, it is important to have a specific 
goal or focus. Mass mailing of resumes is obsolete. Instead, 
your resume should be tailored specifically for each posi-
tion for which you are applying. You may need to develop 
several different resumes for the variety of jobs you seek. If 
you have the advertisement or job description for a position, 
use it as a guide for the types of information and experienc-
es you should include on your resume. What skills are they 
seeking? What type of experience is preferred? Are there 
any special requirements? If you are not applying for a spe-
cific job, seek out classified ads for the careers that interest 
you the most to determine your resume’s focus.

Before you begin writing your resume, reflect and ask 
yourself the following questions:
	 1.	 What educational experiences do I want to include?
	 2.	 Do I have any special training?
	 3.	 What jobs have I held?
	 4.	 Do I want to include any internships or volunteer expe-

riences?

	 5.	 What skills, knowledge or abilities have I developed 
that are related to the positions I am seeking?

	 6.	 What other unique experiences (study abroad, travel, 
awards, honors, etc.) set me apart from other candi-
dates?

Styles of resumes
In general, there are three basic types of resumes: chrono-
logical, functional, and combination. Each is defined by the 
way it organizes your experiences. The type you choose 
is determined by the nature of the position for which you 
are applying, as well as the nature and extent of your past 
experiences.

Chronological
This style is most commonly used by new college graduates. 
It is structured by the dates of your experience, which are 
listed in reverse chronological order (most recent experienc-
es first). Employers are familiar with this style and appre-
ciate the logical and straightforward way it describes what 
you did and where you did it.

Functional
This type of resume emphasizes skills and knowledge 
instead of individual work experiences. While it is not 
generally a good format for new college graduates, the 
functional format is ideal for people who are in the midst 
of a significant career change. Functional resumes are also 
useful for individuals who have worked intermittently or 
have gained experience through a host of volunteer activi-
ties. Keep in mind that this type of resume is not commonly 
used, and thus many employers are less familiar with this 
style of resume.

Combination
This style combines elements of the chronological format 
with elements of the functional format. The style emphasiz-
es skills, but also shows chronological work experience. It 
may be helpful for those with limited experience or individ-
uals who are changing careers.

What is the difference between a 
resume and a curriculum vitae (CV)?
The CV is typically used in scientific, academic, and medi-
cal environments that require doctoral degrees. The CV gen-
erally follows a chronological layout, but is credential-driv-
en rather than accomplishment-driven and lists experience 
rather than using a narrative sentence or bullet point 
structure. The CV features education and degrees earned, 
followed by medical or academic posts, research, publica-
tions, presentations, awards, appointments, committees, and 
other professional activities. The CV is not generally used 
by college students, but there are some graduate schools that 
request a CV. The curricula vitae of professionals with work 
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experience are often 10 or more pages. It is more typical for 
a college student applying to graduate school to have a CV 
of one to three pages. Samples of CVs for new grads are 
included in this booklet.

What information do I include?

Contact Information
You should always include the following contact information:
	 •	 Your name, which should be bold and stand out on the 

page
	 •	 Your school and/or permanent address
	 •	 Your telephone/cell phone number
	 •	 Your email address

Education
List schools you have attended, beginning with the most 
recent. If you have attended multiple institutions (for an 
additional degree or certification, or for a single class), you 
may list as many or as few of these institutions as you wish. 
The only institution that must be present is Luther College. 
Include the month and year of your graduation and the 
degree(s) received. Most students also include their major(s) 
and minor(s). Some students include their G.P.A., however 
this is optional. If your cumulative G.P.A. is less than a 3.0, 
you could omit it or use your major G.P.A., which is often 
higher. This section is also a good place to showcase special 
training, honors, and study abroad experiences.

Some students, typically first, and second-year students 
searching for a summer job or an internship, will include 
related or relevant coursework either as part of the education 
section or as a separate section with its own heading. Upper-
class students generally do not include a coursework section 
unless it strengthens the focus of the resume. Relevant or 
related coursework is often the first section eliminated from 
a resume when space becomes an issue.

Experience
Begin with your most recent experiences and go back in 
time. Include paid positions, internships, volunteer work, or 
special projects that showcase your most related experienc-
es. When listing your experiences, you should include your 
job title, organization name, city and state, dates worked 
and two to five descriptive statements. The resume samples 
at the end of this booklet will show you various ways to lay 
out your experience section. You can showcase the job titles 
you have had or the names of the organizations where you 
worked.

Use action verbs to describe your experiences. The 
description of what you have done or skills used on the job 
may be written in short statements or in a narrative style. 
Keep it concise and begin each item with an action verb. A 
list of action verbs are provided in this booklet. Always try 
to develop statements that will relate the skills developed 

or used on a job with the skills or interests necessary in the 
type of position you are pursuing. We encourage you to use 
past tense verbs and to write in the third person. We would 
also encourage you to avoid using personal pronouns such 
as “I”, “Me,” and “My” in your descriptive statements.

Activities and honors
Employers are interested in your involvement in campus 
activities that give an indication of your interests, leadership 
experiences, and other aspects of your personality. Activities 
show that you are a well-rounded individual and emphasize 
skills you have obtained through your co-curricular expe-
riences. Remember to note leadership positions you have 
held. Be aware that political and religious activities may 
initiate strong reactions in some recruiters, and not always 
positive ones. List them with caution.

If you have received any awards or academic honors, this 
is a good place to highlight them. You may include academ-
ic honors and awards such as the Dean’s List, honor societ-
ies and scholarships. You may also include any athletic, or 
community honors and awards.

Additional headings
In addition to the headings we have suggested, you can per-
sonalize your resume by choosing headings that showcase 
your individual experiences. Choose from the following or 
create a heading of your own if you have something unique 
you would like to highlight.

Additional Experience
Certifications
Clinical Experience
Computer Skills (or Knowledge)
Dance Experience
Exhibits
Internship Experience
Lab Experience
Language Skills
Leadership Experience
Licenses
Practicum Experience
Professional Profile
Professional Organizations
Related or Relevant Experience
Related Achievements
Relevant /Related Coursework
Research (or Publications)
Special Projects
Special Training
Stage Experience
Student Teaching Experience
Study Abroad
Summary of Qualifications
Volunteer Experience
_______________ Experience
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Writing effective accomplishment 
bullet point statements
Effective bullet points describe job tasks, skills, and 
concrete accomplishments accurately, completely and as 
concisely as possible. Consider this formula when writing a 
bullet point to showcase your accomplishments.

Action Verb + Example + Result = a strong bullet point 
accomplishment statement.
For example:
	 •	 Tutored a ninth grade student
	 •	 Tutored a ninth grade student in physics
	 •	 Tutored a ninth grade student in physics, using the 

course curriculum to raise the student’s grade from C to 
B+ over the course of a year

	 •	 Wrote press releases
	 •	 Wrote press releases about upcoming events to enhance 

publicity and increase participation
	 •	 Wrote 15 press releases detailing upcoming events 

mailing to 100 local media outlets to raise publicity, 
attracting over 1,000 community members to a docu-
mentary film series

	 •	 Planned events
	 •	 Planned competitive events for middle school campers
	 •	 Planned a series of five competitive events for 150 

middle school campers creating camaraderie and camp 
spirit

	 •	 Prepared financial reports
	 •	 Prepared financial reports for a budget center
	 •	 Designed, developed, and distributed customized 

monthly budget reports providing timely and accurate 
data for management analysis

	 •	 Established a recycling program
	 •	 Established a recycling program in the residence halls
	 •	 Established a recycling program in the residence halls 

which increased environmental awareness and de-
creased the amount of trash by 10%

	 •	 Balanced cash drawer
	 •	 Balanced cash drawer after each shift
	 •	 Balanced cash drawer after each shift with a 97% accu-

racy rate

While it is not necessary that each and every bullet point 
statement on your resume uses the Action Verb + Example 
+ Result formula, do your best to include an action verb and 
an example for most of your bullet points.
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Action Verbs
The following list of action verbs can be used in describing your experience(s).

Business
administered	 contracted	 executed	 increased	 planned	 reviewed
analyzed	 coordinated	 expanded	 managed	 prioritized	 scheduled
assigned	 delegated	 handled	 motivated	 produced	 strengthened
chaired	 developed	 hired	 negotiated	 proposed	 supervised
conducted	 directed	 improved	 organized	 recommended	 trained
consolidated	 evaluated	 incorporated	 oversaw	 reorganized

Financial Management
administered	 audited	 computed	 estimated	 managed	 projected
allocated	 balanced	 controlled	 forecasted	 marketed	 reconciled
analyzed	 budgeted	 detailed	 handled	 maximized	 researched
appraised	 calculated	 developed	 increased	 planned	 revamped

Social Sciences
advised	 clarified	 diagnosed	 facilitated	 motivated	 represented
advocated	 coached	 educated	 familiarized	 presented	 supported
assessed	 counseled	 evaluated	 guided	 referred	 trained
assisted	 demonstrated	 expedited	 interpreted	 rehabilitated

Education
adapted	 coached	 developed	 explained	 informed	 planned
adopted	 communicated	 designed	 facilitated	 instructed	 persuaded
administered	 conducted	 enabled	 focused	 lectured	 set goals
advised	 coordinated	 encouraged	 guided	 motivated	 stimulated
clarified	 created	 evaluated	 individualized	 organized	 tutored

Communication
addressed	 convinced	 edited	 lectured	 produced	 spoke
arbitrated	 corresponded	 enlisted	 mediated	 promoted	 translated
arranged	 developed	 formulated	 moderated	 published	 wrote
authored	 directed	 influenced	 negotiated	 reconciled
collaborated	 drafted	 interpreted	 persuaded	 recruited

The Arts
acted	 developed	 founded	 interpreted	 originated
conceptualized	 directed	 illustrated	 introduced	 performed
created	 displayed	 initiated	 invented	 planned
customized	 established	 instituted	 mastered	 revitalized
designed	 fashioned	 integrated	 modified	 shaped

Sciences
analyzed	 controlled	 examined	 interpreted	 reviewed	 surveyed
catalogued	 diagnosed	 extracted	 interviewed	 structured	 systematized
clarified	 documented	 identified	 investigated	 studied	 tested
collected	 evaluated	 inspected	 organized	 summarized

Information Sciences
arranged	 computed	 fabricated	 operated	 repaired
assembled	 designed	 implemented	 overhauled	 set up
built	 devised	 launched	 programmed	 solved
calculated	 engineered	 maintained	 remodeled	 upgraded

Clerical
approved	 compiled	 filed	 monitored	 processed	 routed
arranged	 coordinated	 generated	 operated	 purchased	 screened
catalogued	 dispatched	 implemented	 organized	 recorded	 tabulated
classified	 executed	 inspected	 prepared	 retrieved	 validated

Quantitative
accelerated	 demonstrated	 expanded	 increased	 reduced	 simplified
achieved	 earned	 founded	 instituted	 resolved	 transformed
attained	 eliminated	 improved	 pioneered	 restored
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Preparing your resume for email and 
online applications
Resumes may be formatted for emailing, uploading to inter-
net sites, or submitting to an organization’s web site.

E-resumes include the same information other resumes do, 
and they come in the same varieties—chronological, func-
tional, or combination. However, they use simpler, techno-
logically friendly formatting and emphasize keywords.

Emailing resumes
You can email your resume in one of two ways. Your first 
option (the simplest) is to simply “attach” your resume to 
the email you are sending. We strongly encourage you to use 
standard word processing software (i.e. Microsoft Word) to 
ensure the recipient of your resume can open the attachment.

Some organizations have stopped accepting resumes as 
email attachments due to the influx of viruses being spread 
by way of email. If you experience this, then opt for the 
second method – the Plain Text resume (sometimes referred 
to as ASCII format). This type of resume can be copied and 
pasted into the text portion of an email, which bypasses 
any concerns with attached documents. While this resume 
contains the same content as your normal resume, it is 
formatted in a much different way. To create a Plain Text 
resume, we recommend that you start with your normal 
resume in Microsoft Word, “Save As” a different file name 
(e.g., “Plain Text Resume”), and then make the following 
changes:
	 1.	 Left justify all the content, including your current and 

permanent address (nothing should be centered or right 
justified).

	 2.	 All font should be the same type and size; ALL CAPS 
may be used as section headings.

	 3.	 There should be no bold, italics, or underlining any-
where in the document.

	 4.	 Bullets should be replaced with asterisks (*) or dashes (-).
Why all these changes? Simple. When you copy and paste 

your resume from a Word document into an email, this 
“plain” formatting will transfer and maintain the semblance 
of your resume. See the Plain Text resume example in the 
appendix of this booklet.

What about using a PDF?
There are differing opinions on this topic. The best advice 
is to ask your target audiences what they prefer. As we put 
together this guide we researched what employers and other 
experts had to say about the advantages and disadvantages 
of using the PDF format.

Advantages: Once you save a document as a PDF, it is es-
sentially locked in place. No matter what what device opens 
your resume, it will appear the same.

Disadvantages: Some employers use a recruiting database 
system or Applicant Tracking System (ATS) that may not be 
able to search a PDF for keywords. Your resume looks like a 
picture to the ATS.

Uploading resumes
Several organizations (companies, non-profits, and graduate 
schools) have created online application systems in which 
you have the option to upload your resume. In this case, 
you simply need to have access to a “soft copy” of your 
resume (that is, the actual “.doc” file of your resume). When 
you are asked to “upload” your resume, you will use the 
“browsing” feature to identify and select your resume file. 
At this time, you may also be asked to “Label” your resume. 
Once you’ve browsed and selected your resume, finalize the 
process (typically by clicking a button labeled “Upload” or 
“Finish”). Note: Students who use Luther’s web-based job 
and internship board, CareerConnection, have the option to 
upload their resume.

Submitting resumes online
Some online application systems present you with a text 
block in which you are asked to copy and paste your re-
sume. If this is the case, then submit your Plain Text resume 
(see above section “Emailing resumes” for specifics). That 
way you will bypass any formatting problems that you 
would encounter if you try to copy and paste your “fancy” 
resume containing bold, italics, different font sizes, bul-
lets, centering, etc. These features will simply not transfer 
without error.

Another consideration when submitting your resume 
online is to add a key word section to your resume. Many 
employers will keep your resume in their database for an 
extended period of time. During that time, they may execute 
“key word” searches to help them identify candidates with 
particular skills and experience. These keyword sections are 
typically filled with nouns and industry jargon. For example, 
a keyword section for a computer science student looking 
for a position as a programmer may include: B.A., Bache-
lor of Arts, Computer Science, Technology, Programming, 
Programmer, Java, C++, Python, Analyst, Software, Design, 
Designer, HTML, XML. Much like Google or other Internet 
search engines, these resume warehouses for companies 
will return a list of candidates with resumes containing the 
keywords of the search.



6

BASIC GUIDELINES
	 v	 Effective resumes show how your qualifications fit 

the requirements of the jobs for which you apply.
	 v	 Effective resumes focus on the employer’s needs, 

not your needs.
	 v	 Tailor your resume for each occupation or job. Use 

language found in the position description.
	 v	 The rule of thumb on the length of resumes is 

to keep it to one page. For some fields, such as 
teaching or nursing, two pages may be appropriate. 
If you do use two pages, be sure to print them on 
separate sheets of paper and include your name on 
each page. Note: We do not recommend that you 
staple your resume.

	 v	 Put the important information that supports your job 
target first.

	 v	 Bulleted points are helpful in calling attention to 
important information. They also help move the 
reader’s eye down the page.

	 v	 Quantify your accomplishments where possible. 
Highlight results and significant achievements.

	 v	 Be consistent in your style, verb tense, spacing, 
highlighting, and underlining. Do not mix too many 
font styles and sizes.

	 v	 Proofread your resume carefully! Spelling errors or 
typos may take your resume out of consideration.

	 v	 Do not overcrowd your resume. Leave sufficient 
white space and margins.

	 v	 Do not include personal information such as height, 
weight, sex, age, social security number, marital 
status, or number of children. Note: Federal job 
applications require that you include your social 
security number on your resume.

	 v	 High School information is generally left off the 
resume once you have reached your junior year.

	 v	 Print your resume on quality bond paper. Conser-
vative colors such as white, gray, and off-white are 
recommended. Use the same color and stock of pa-
per for your cover letters as you do for your resume.

Note: Quality bond paper is available at the Luther 
College Document Center and the Luther Book Shop.

Samples
Each sample has elements that could be used by any major. 
Check out three or four samples before you decide on your 
own style preference.

Resumes
major	 style of resume
Accounting Major............................ chronological............... 7
Communication Major sample 1...... chronological............... 8
Communication Major sample 2...... functional..................... 9
Computer Science Major................. combination............... 10
Economics Major sample 1.............. chronological............. 11
Economics Major sample 2.............. chronological............. 12
Education Major sample 1............... combination............... 13
Education Major sample 2............... chronological....... 14–15
Education Major sample 3............... chronological....... 16–17
English Major................................... combination............... 18
History Major................................... chronological............. 19
Language Major............................... chronological............. 20
Management Major.......................... combination............... 21
Music Major..................................... chronological............. 22
Nursing Major sample 1................... chronological............. 23
Nursing Major sample 2................... chronological....... 24–25
Political Science Major.................... chronological............. 26
Science Major.................................. combination............... 27
Social Work Major........................... combination............... 28
Theatre and Dance Major................. chronological............. 29

Special Focus Resumes
First- or Second-Year Student.......... chronological............. 30
Lisa Kendal...................................... chronological............. 31
Student Athlete................................. chronological............. 32
Plain Text......................................... chronological............. 33

Creative non-traditional formats
Michael Hanson / art major, management minor................ 34
Ken Johnson / management major......................................... 35
Sally Smith / communication major, management minor... 36

Curricula Vitae
Science CV ...................................... 1 page........................ 37
Classics and English CV.................. 2 page.................. 38–39
Psychology CV................................ 4 page.................. 40–43
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Communication Major     700 College Drive  
SPO 1111  
Decorah, IA  52101   
555.777.5555   
student@luther.edu 

 
EDUCATION             

 
Bachelor of Arts, Luther College, Decorah, IA    May 2014 
Major:  Communication Studies     GPA:  3.29 
 
Study Abroad Experience 
University of Nottingham, Nottingham, England, U.K.   Sept. 2012–June 2013 

 Intensive year-long study abroad program, including travel to ten countries 
 Demonstrated strong ability to solve complex problems abroad 
 Communicated effectively and comfortably with diverse populations from different cultures 
 Adapted to unfamiliar environments and demonstrated flexibility in new situations 
 Used communication and organizational skills to navigate through new cities 
 Managed finances in varying currencies 

 
WORK EXPERIENCE           
 
 Hy-Vee, Inc.        West Des Moines, IA 
 Internship – Purchasing Department    May–August 2011–2013  
 

 Contacted factories and suppliers worldwide to source and order sample products 
 Assisted General Merchandise Buyers with processing of domestic and imported items 
 Audited and approved billbacks to vendors and suppliers 
 Helped prepare ad items for presentation and approval by ad committee 
 Managed importing sample warehouse to prepare for General Merchandise corporate show 
 Worked with a factory (FDI) to create new line of wicker baskets, ensuring cost and date 

requirements were met 
 Created purchase order to order appropriate amount of each basket style 

 
Luther College       Decorah, IA 
Resident Assistant (RA)      August 2011–May 2012 

 Developed a positive living environment designed to link community, faculty, and residents, often 
resolving conflict 

 Promoted academic excellence, addressed student needs, and encouraged involvement among 
residents in a way that supported the mission of Luther College 

 Marketed student-centered hall programs to promote social, education, diversity, health, emotional, 
understanding and growth 

 Communicated, corresponded  and collaborated with on and off-campus offices such as counseling, 
student activities, campus security, Planned Parenthood, maintenance, etc. 

LEADERSHIP EXPERIENCE            
 Launching Luther Leaders, Selected Participant,  2012–2014 
 Entrepreneurship Club, Vice-President of Finance, 2011–2012 
 Eagle Scout, 2010 
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Economics Major Sample 1  
8888 Heart Court | West St. Paul, MN 55118 | (666) 555-7777 | student@luther.edu 

 
EDUCATION 
 Bachelor of Arts, Luther College, Decorah, IA                                    May 2015 
 Major: Economics 
 Cumulative GPA: 3.77 
 Honors: Phi Beta Kappa, Omicron Epsilon Delta 
 
INTERNSHIP EXPERIENCE 
 The Toro Company                          Summer 2014 
 Supply Chain Systems Intern                         Bloomington, MN 

 Conducted macro product analysis and demand planning in order to forecast for the current and 
upcoming fiscal year, which subsequently allowed me to flow out monthly whole-good and 
accessory forecasts to achieve product availability, targeted inventory, and turns goals. 

 Explored and evaluated key performance metrics, including forecast accuracy, WMAPE, and rates 
to measure progress, maximize forecasts, and drive continuous operational improvement. 

 Performed SKU Rationalization within the Commercial Division by reviewing each individual 
product line at the SKU level in order to move each product through the natural life cycle, which 
resulted in the identification and savings of over $219,000 for The Toro Company. 

 Analyzed data and tracked unexpected supply chain deficiencies in order to explore and quantify the 
impact of these deficiencies with the company, which amounted to over $10M over the course of a 
1-year period. 

 
Brown-Wilbert, Inc.                            January 2013 
Leadership Development Internship                           St. Paul, MN 

 Evaluated profit/loss and market share results and inputted financial data in Excel documents, which 
allowed for more organized and accurate records of key performance metrics. 

 Analyzed inventory reports to forecast demand in order to make certain adequate levels of stock 
were on hand in order to continually strengthen customer relationships. 

 Assisted leaders in the Sales Department and Finance Department, including the CFO, to evaluate 
existing working processes, which resulted in recommendation for improved efficiencies. 

 Met with buyers in order to strengthen business-to-business relationships by providing them with 
information regarding new and improved product lines. 

 
ADDITIONAL WORK EXPERIENCE 

Microeconomics Tutor, Student Academic Support Center               Spring 2015 - Present  
Teaching Assistant and Tutor, Luther College Economics Department                   Fall 2014 - Present 

 U9 Boys Soccer Head Coach, Sting Soccer Club                     Summer 2013 
Coaching Staff Member, West St. Paul Park & Recreation Department                            Summer 2012 & 2013 

 
HONORS & AWARDS 
 Dean’s List (7 Semesters) 
 Iowa Intercollegiate Athletic Conference All-Academic Team (2012 - 2014) 
 Luther College Olson Presidential Scholarship Recipient 
 Norse Leadership Scholarship Recipient 
 Malcolm & Maybelle Estrem Scholarship for Entrepreneurial Studies Recipient 
 
LEADERSHIP & ACTIVITIES 
 Luther College Men’s Soccer 
 Luther College Dance Marathon Co-Finance Director 
 Student-Athlete Advisor Committee (SAAC) 
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Education Major Sample 1 
Current Address:                        Home Address: 
602 South Street                          P.O. Box 222 
Decorah, Iowa 52101                     Lemon Lake, WI 
(999) 207-3555                           (999) 876-3460 

Objective:  To obtain an elementary teaching position 

Educational Philosophy 
To instill students with the ability to think independently and actively participate in the learning continuum while 
providing a supportive environment rich in knowledge, strategies, safety, and diversity. 

Education 
Bachelor of Arts, Cum Laude, Luther College, Decorah, IA       May 2015 
Major:  Elementary Education               Cumulative GPA: 3.56 
Endorsement:  Reading        
Area of Concentration:  Social Sciences  

Student Teaching Experience 
Kindergarten-Second Grade, Westside Elementary School, Decorah, IA            January 2015 

 Guided students as a reading resource teacher in a remedial setting 
 Developed and administered small group reading instruction and strategies 
 Set reading goals on an individual basis 

Fourth Grade, Westside Elementary School, Decorah, IA            October 2014-December 2014 
 Facilitated the needs of five special education (level 2) students 
 Attended a science curriculum professional development workshop 
 Coordinated and instructed lesson plans with special education teachers 

Second Grade, Singapore American School, Singapore     August 2014-October 2014 
 Attended a reading/writing block professional development workshop 
 Embraced diversity in culture, religion, and ethnicity of students 
 Created behavior management plans on an individual basis 

Practicum Experience 
Second Grade, John Cline Elementary School, Decorah, IA                  April 2014 
First & Fourth Grades, Waimanalo Elementary School, Waimanalo, HI             January 2014 
Third Grade, Westside Elementary School, Decorah, IA               January 2012 

Related Work Experience 
Art Class Teacher, Decorah, IA      June-August 2014, November-March 2015 
Recreation Department Leader, Decorah, IA         June-August 2014 
Private Reading & Writing Tutor, Decorah, IA         June-August 2014 
Private Math Tutor, Decorah, IA        September-May 2013-2014 
Soccer Coach, Decorah, IA           February-May 2004, February-May 2014 
Soccer Camp Counselor, Sheboygan, WI           June-August 2012, 2014 
Recreation Playground Leader, Sheboygan, WI         June-August  2010-2012 
Camp Counselor, Camp Brosius, Elkhart Lake, WI          June-August 2009, 2010 
Babysitter, Elkhart Lake, WI             June-August 2008-2011 

Honors & Activities 
Dean’s List  
PALS (Luther College Big Brother/Big Sister Program) 
S.A.A.C. (Student Athletic Advisory Committee)   
Luther College Soccer Team, Member 2011-2013, Team Captain 2013 
     IIAC Conference Athlete of the Week, 2011 
     Most Improved Freshman Soccer Player, 2011 
     Second Team All-Conference Soccer, 2011 
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Education Major Sample 2 
Luther College, 700 College Drive, Decorah, IA 52101 
Phone: (999) 444-8888  E-Mail: studentname@luther.edu 

Education 

Bachelor of Arts, Luther College, Decorah, IA                     May 2015  
Majors: Biology and Spanish   Minor: Secondary Education Certification   
Cumulative GPA: 3.51 

Student Teaching and Field Experience 
 
Grade 9-12 Biology, Earth Science                    
West High School, Madison, WI               April - June 2015 

 Anticipated nine week student teaching experience in April of 2015. 

 2,072 Students: 34% free/reduced lunch eligible, 55% White, 14% Hispanic, 14% Black, 10% 
Asian/Pacific Islander, 7% Other 

 
Grade 8 Science, Grade 6 Health           
James C. Wright Middle School, Madison, WI     January - March 2015 

 Nine week student teaching experience. Developed and implemented holistic unit plans for two 
sections of 8th grade science and one section of 6th grade health. Participated in professional 
collaboration and team meetings, parent-teacher conferences, professional development days, 
and an after-school homework club. Chaperoned an educational field trip. 

 249 Students: 88% free/reduced lunch eligible, 48% Hispanic, 29% Black, 13% White, 6% 
Asian/Pacific Islander, 4% Other 

 
Grades 10-12 Field Biology               
East High School, Sioux City, IA                           January 2015 

 Three week developing practicum experience. Planned and taught four days of a complete unit 
plan on shark sensory organs (including a dissection lab), led various class periods, attended 
professional meetings, and completed a teacher work sample for a developing portfolio. 

 1,326 Students: 41% free/reduced lunch eligible, 75% White, 18% Hispanic, 3% Asian/Pacific 
Islander, 2% Black, 2% American Indian/Alaskan, 1% Other 

 
Grades 7-8 Biology                 
South Orange Middle School, South Orange, NJ        January 2013 

 Course by arrangement: "Reading in the Content Areas." Spent full days in the classroom for 
three weeks. Completed textbook readings and daily reflections, observed and assisted in 
classroom activities, led some class periods, and attended professional meetings.  

 709 Students: 18% free/reduced lunch eligible, 48% White, 41% Black, 5%Hispanic, 5% 
Asian/Pacific Islander, 1% Other 
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Grades 5-8 Sciences  fd 
Bluff View Middle School, Prairie du Chien, WI January 2012 

 First-year practicum experience focused on four weeks of observation, reflection, and assisting
in a classroom setting.

 143 Students: 58% free/reduced lunch eligible, 98% White, 1% Black, 0.5% Hispanic, 0.5% Other

Related Employment 

Research Student  
Luther College Biology Department, Decorah, IA June - Oct 2014 

 Received a competitive grant funded by the Howard Hughes Medical Institute. Planned and
carried out research as a part of a team with a professor and another student. Presented
research at the 2014 Wildlife Society conference in Pittsburgh, PA.

Learning Assistant/Tutor 
Student Academic Support Center, Decorah, IA  Feb 2012 - May 2013 

 As a learning assistant, worked under tutor coordinator to develop marketing materials, present
educational material for tutors, and prepare workshops.

 As a biology and Spanish tutor, provided individualized learning assistance for 60 minutes each
week and developed additional resources as needed.

Camp Counselor  
Crossways Camping Ministries, Clintonville, WI       June 2012 - Aug 2012  

 Planned and led activities such as group building, Bible study, nature hikes, field games,
campout, worship service, and special events.

 Encouraged and supported campers on an individual level, while also focusing on positive
relationships and group-building within the 8-10 camper cabin group.

Instructor 
Private Spanish Tutoring, Sturgeon Bay, WI Sep 2010 - July 2011 

 Created and carried out an after-school program for early elementary students interested in
learning Spanish. Developed curriculum for the individual and group needs of 2-4 young
learners.

Volunteer Experience 

Medical Interpreter, Spanish  
Decorah Free Clinic, Decorah, IA            Aug - Dec 2014 

Spanish-language and English-language GED Tutor; ESL Tutor 
Community Extension, Postville, IA     Sep 2012 - July 2014 

Youth Mentor 
PALS Youth Mentoring Program, Decorah, IA Sep 2011 - Feb 2012 

Student Name, Page 2 (Education Resume 2) 



16

EDUCATION MAJOR SAMPLE 3
student01@luther.edu   |   (515) 200-9899 

Current Address: Permanent Address: 
700 College Drive 4344 80th Avenue 
Decorah, Iowa 52101 Any City, Iowa, 55555 
_______________________________________________________________________ 

EDUCATION 

Bachelor of Arts, Luther College, Decorah, Iowa  May 2017 
Major: Elementary Education  Cumulative GPA: 3.9 
Endorsement: Reading K-8 
Licensure Certification: Iowa Elementary Teaching K-6 

STUDENT TEACHING AND PRACTICUM EXPERIENCE 

Fairmont Elementary School, Fairmont, Minnesota January 2017 
Reading Intervention, Second and Fifth Grade  

 Utilized research based instructional strategies for individualized interventions
 Analyzed testing data from informal assessments and standardized assessments to track the growth

of reading intervention students
 Worked in a fast-paced environment with other team teachers to service as many students as

possible to accelerate their learning
 Evaluated teaching practices through lesson reflections, recorded lessons, and discussions through

peer teacher evaluations

Fairmont Elementary School, Fairmont, Minnesota October 2016—December 2016 
Fifth Grade 

 Designed lessons and assessments to meet Common Core standards
 Performed instructional responsibilities in a positive, approachable way while building relationships

with students
 Promoted a positive classroom environment through collaborative learning opportunities, partner

work, and learning games

Bertha-Godfrey Elementary, Algona, Iowa August 2016—October 2016 
Kindergarten 

 Served as a team teacher with cooperating teacher and two classroom teaching associates
 Problem solved behaviors through individual interventions and parent meetings
 Analyzed observational and testing data to track student growth from classroom instruction
 Managed small group instruction in math and reading to best service diverse learning needs and

individualize instruction

North Union Elementary, Swea City, Iowa January 2016 
Second Grade 

 Created a science unit on landforms and the Earth aligned with NextGen science standards
 Differentiated lesson material, work, and assessments to meet the needs of diverse learners
 Informed instruction through critical analysis of pre-assessment, formative assessment, and post-

assessment to track student understanding and growth
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Student Name, Page 2  

 

John Cline Elementary, Decorah, Iowa    January 2014 
First Grade  

 Gained experience with various instructional methods by observing a first-grade teacher  
 Monitored students during small group time to reinforce instructional content and manage 

behaviors 

 

RELATED EXPERIENCE  

Library Technical Services, Luther College, Decorah, Iowa  September 2014—Present 
Student Worker         

 Developed independent work and organizational skills 
 Serviced the Luther community by bringing in resources through interlibrary loan 
 Trained new student workers  explaining  job duties and expectations 

Iowa Extension and Outreach, Estherville, Iowa    May—August 2014—2016 
Youth Programming Summer Assistant      

 Designed and led engaging, educational day camps and workshops for area youth ages 5—18 
 Organized and supervised volunteers at day camps, workshops, and county fair events 
 Demonstrated strong communication skills working with parents, youth, volunteers, and community 

members 

Armstrong Public Library, Armstrong, Iowa   July 2010—August 2013 
Assistant Librarian 

 Planned the children’s summer reading programs  
 Revitalized the children’s section by relabeling and reorganizing it to be more user friendly 
 Serviced the public by finding resources and materials to best meet patrons’ needs  

 

LEADERSHIP & ACTIVITIES 

PALS Mentoring Program, Co-President, September 2016-Present 
Launching Luther Leaders, Member, February 2015—Present 
Cantorei Choir, Member, September 2013—Present 
Luther Student Education Association, Leadership Team Member, February 2015—May 2016 
Students Helping Our Community, Volunteer, September 2013—May 2016  
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ENGLISH MAJOR         700 College Drive     
            Decorah, IA  52101 
           777-216-4444 
           student@luther.edu 
 
SKILLS PROFILE             

 Strong writing and editing skills, augmented by classes taken at Luther College 
 Highly skilled in using social media as a marketing tool including Facebook, Twitter, Tumblr, and Pinterest 
 Proficient with Microsoft Office Suite, Google Drive, and Anthology  
 Excellent people skills, friendly, and a strong team member  

EDUCATION             
Bachelor of Arts, Luther College, Decorah, IA                                                        May 2014 
Major: English, Writing Emphasis                                                                            GPA:  3.54 

 
Study Abroad Experience 
University of Nottingham, Nottingham, England, U.K.                                    September 2012-June 2013 
  Intensive year-long study abroad program, including travel to 14 countries 
  Demonstrated strong ability to solve complex problems abroad 
  Communicated effectively and comfortably with diverse populations from different cultures 
  Adapted to unfamiliar environments and demonstrated flexibility in new situations 
  Used communication and organizational skills to navigate through new cities 
  Managed finances in varying currencies 

EMPLOYMENT HISTORY           
 
Bookseller, Dragonfly Books, Decorah, IA      February 2014-Present 
Intern, Dragonfly Books, Decorah, IA      January 2014 

 Responsible for creating displays centering on various themes throughout store  
 Create and manage web content on dragonflybooks.com  
 Handle receiving shipments and enter relevant information into Anthology 
 Participation in day-to-day store activities: helping customers find books, running register, and shelving books 

 
Editor-In-Chief, Pioneer Yearbook       September 2013-May 2014 
Luther College, Decorah, IA 

 Responsible for making decisions regarding formatting and layout of the Luther College yearbook  
 Primary contact for the Josten’s representative along with working closely with the Student Activities Council 
 Responsible for budgetary concerns, including decisions on purchasing new equipment 
 Organized taking photos of student organizations and groups, along with individual portraits  
 Designed pages using Yearbook Avenue and wrote copy  

Bartender, Quail Run Golf Course        June-September 2012, 2013 
Neola, IA          

 Responsible for opening clubhouse, running the register, renting out golf carts, and selling greens fees and drinks 
 Managed night-shift closures, including: stocking cooler, mopping, counting and securing funds, and locking up  

Freelance Writer         June 2012-September 2012 
Neola, IA 

 Interviewed clients and wrote three articles, appearing in Neola Gazette as advertisements for a personal trainer 
 

ACTIVITIES             
 Sigma Tau Delta, Member and Presenter at 2014 Nation Convention, Savannah, GA 
 Dean’s List (4 semesters) 
 Oneota Review Editorial Board 
 Volunteer at Neola Senior Center (2 years) 
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  Language Major 
Current Address  Permanent Address 
700 College Drive SPO 1444 2222 Idaho Ave N 
Decorah, IA 52101 Yellow Valley, MN 55555 

EDUCATION 
Bachelor of Arts, Luther College, Decorah, IA May 2016 
Majors: English, Spanish     Minor: Religion     
Cumulative  GPA: 3.77 

Tutor Certification, Minnesota Literacy Council, St. Paul, Minnesota July 2013 
English as a Second Language 

STUDY ABROAD 
Community Internship in Latin America February 2015-Present 
 Assisted a non-profit organization in Quito, Ecuador focused on community development
 Lived with a host family and studied Spanish language and Ecuadorian culture

Nobel Peace Prize Scholar, University of Oslo, Oslo, Norway June 2014-August 2014 
 Learned techniques to facilitate inter-ethnic dialogue at the Nansen Dialogue Network
 Received scholarship to study peace-conflict studies

RELATED EXPERIENCE 
Co-President & Volunteer August 2012-Present 
Hispanic Organization for Latinos and Amigos (H.O.L.A.) & Enlaces, Decorah, IA and Postville, IA 
 Taught English as a Second Language (ESL) to  students from Mexico, Guatemala and Somalia
 Identified and implemented methods to improve ESL classes for students
 Organized events to advocate for immigration reform;  hosted Hispanic cultural events
 Raised funds to sponsor a student in Guatemala

Intern   January 2014 
Pilgrim Center for Reconciliation, Edina, MN 
 Traveled to Kenya, Rwanda, Burundi and Uganda
 Facilitated forgiveness retreats in post-conflict regions; utilized theology of forgiveness
 Interviewed 20 retreat participants to assess the success of the program

WORK EXPERIENCE 
News Editor/ Staff Writer  August 2013-Present 
Luther College CHIPS Newspaper,  Decorah, IA
 Researched and wrote stories for student-run college newspaper
 Edited and designed content and page layout

English Tutor  August 2013-June 2014 
Student Academic Support Center, Luther College, Decorah, IA 
 Worked individually with students learning English
 Discussed and taught mechanics of writing
 Helped students develop successful academic strategies

Academic Enrichment Program Assistant    February 2013-May 2013 
Allamakee Community School District, Waukon, IA 
 Mentored students academically and socially
 Assisted students with homework to improve performance

Mobile: 666-695-333 
Email: student@luther.edu 



21



22



23

NURSING MAJOR SAMPLE 1 
700 College Drive, SPO 2222 / Decorah, IA 52101 / Phone: 777-555-1111 / Email: student@luther.edu 

 
OBJECTIVE 
 To obtain an entry level registered nursing position at Northwestern Memorial Hospital 
 
EDUCATION 
 Bachelor of Arts in Nursing, Luther College, Decorah, IA    May 2015 
 Cumulative GPA: 3.2 
 
 International Studies         
 Nottingham, England        Summer 2014 
 Focus: Community clinical nursing in a universal health care system 
 
CLINICAL EXPERIENCE 
 Student Nurse, Winneshiek Medical Center, Decorah, IA    February 2015 – May 2015 
 General Medical-Surgical Unit 

 Completed 82 clinical hours 
 Provided skilled senior-level nursing care, completed a full assessment of patients, administered medications, 

assessed vital signs 
 

Student Nurse, Winneshiek Medical Center, Decorah, IA    September 2014 – December 2014 
Labor and Delivery Unit 

 Completed 82 clinical hours 
 Collaborated with staff nurse to complete postpartum assessments and care of mothers 
 Completed routine newborn care, newborn assessment and vitals, gave admission baths, observed circumcision of 

newborn, and provided breastfeeding education to mothers 
 Administered medications to both mothers and babies 
 Aided staff nurse in vaginal birth: assisted with maternal relaxation/breathing techniques, attainment of vital signs, 

assessment of fetal heart monitoring and immediate postpartum checks 
 

Student Nurse, Mayo Clinic, Rochester, MN      August 2013 – May 2014 
 Completed over 300 hours of clinical rotations in the following units: Psychiatric, Medical Cardiac, Thoracic Surgical 

PCU, ENT/Plastics/General Surgical, Hematology, Pediatric, Neurology/Neurosurgical, and Colorectal Surgical 
 Observed Mayo staff nurse in Trauma ICU, Transplant Unit, Operating Room, Respiratory Care Unit, Cardiovascular 

Interventional Unit, and Bone Marrow Transplant Unit 
 Attained patient vital signs, completed assessment of patients, carried out medication administration, electronic 

patient documentation, and patient care in collaboration with Mayo staff nurse 
 

Student Nurse Intern, Mayo Clinic’s Pain Rehab Center, Rochester, MN   January 2014 
 Completed 84 clinical hours 
 Completed morning vital signs and assisted RN in assessment of patients 
 Further developed client relational skills through daily interactions with patients in the unit 
 Actively observed RN responsibilities on the unit 

 
Student Nurse, Barthell Eastern Star Nursing Home, Decorah, IA   February 2013 – May 2013 

 Completed 42 clinical hours 
 Completed assessment of patient, attained vital signs, administered medications, assisted with ambulation and 

hygiene activities 
 
ACTIVITIES AND HONORS 

Recipient of Weston Noble Music Scholarship (2011 – 2015); Recipient of Academic Achievement Scholarship (2011 – 
2015); Member of Collegiate Cross-Country Team (Fall 2012); Member of Luther’s ECO Club (2011 – 2015); 1st violinist in 
Luther’s Philharmonia Orchestra (2011 – 2014); Member of Pre-registered Nursing Club (2011 – 2015) 
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Nursing Major Sample 2 

xxxx Maple Hill Drive ~ City, MN XXXX 
Phone: xxx-xxx-xxxx Email: name01@gmail.com 

 
 
Summary (optional section) 
 

Diligent and compassionate student nurse focused on delivering safe, effective, quality, and patient-centered care.  
Recognized as a capable member of the interdisciplinary team with a history of establishing rapport with patients, 
efficiently caring for patients, and adapting to any clinical setting 
 
Education               
 

Bachelor of Arts, Luther College ~ Decorah, IA      May 2017 
Major: Nursing           Cumulative GPA: 3.25 
 
Clinical Experience              
 

Capstone Experience, Abbott Northwestern Hospital ~ Minneapolis, MN        January 2017 
Acute Care: Cardiovascular Intensive Care Unit (120 hours) 
 Gained further autonomy in caring for critically ill patients 
 Communicated important changes to medical team, at times altering overall plan of treatment  
 Advocated for patients wishes, especially in regards to advanced directive decisions  

 
Lab Experience, Luther College Simulation Lab ~ Decorah, IA (150 hours)       August 2014-December 2016 

 Pathways to Practice: Developed basic nursing assessment and intervention skills 
 Pharmacology Simulation: Delivered care to a variety of patients, focusing on drug administration 
 Synthesis of Clinical Practice Across the Lifespan: Cared for patients synthesizing knowledge and skills gained 

throughout the nursing program 
 
Immersion Experience, Mayo Clinic ~ Rochester, MN                May 2016 

Acute Care: Orthopedics Trauma Unit (80 hours) 
 Gained independence caring for multiple patients 
 Collaborated with nurses on floor, practicing delegation and communication skills 
 Enhanced prioritization and time management skills 

 
Clinical Practicum, Mayo Clinic ~ Rochester, MN             September 2015-May 2016 

Acute Care: Neurology (40 hours), Thoracic (40 hours), Cardiac (40 hours), Hematology/Oncology (40 hours) 
Adult and Adolescent Mental Health (80 hours)  
Obstetrics (40 hours), Pediatrics (40 hours)   
 Collaborated with nurses on each unit, gaining hands on experience within each specialty  
 Strengthened communication, collaboration and prioritization skills  
 Monitored and interpreted labs, vitals and assessment data for complex patients  
 Formulated an understanding of the knowledge, skills and attitudes necessary for professional nursing  

 
Clinical Practicum, Winneshiek Medical Center ~ Decorah, IA                February 2015-May 2015 

Acute Care: Medical-Surgical, Same Day Services, Emergency Department (60 hours) 
 Developed an understanding of the nursing role  
 Created individualized care plans for patients, working through the nursing process  
 Worked with instructors on medication administration and medication competency 

 
Clinical Practicum, Wellington Place ~ Decorah, IA                 February 2015-May 2015 

Long-Term Care (20 hours) 
 Created personalized plans of care for clients in order to identify key problems and strengths  
 Collaborated with health care team to improve quality of life  
 Cooperated with staff nurses to provide daily cares 
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Related Experience              
 

Luther Student Nurses Association ~ Decorah, IA                  August 2013-May 2017 
 Participated in activities aimed at promoting relationships between fellow nurses, educating other Luther students 

on health promotion, and raising funds for additional AEDs for Luther’s college campus 
 
Community Health Clinical and Observation Experience ~ Decorah, IA and Nottingham, England June-July 2016 

Winneshiek County Home Health and Hospice (20 hours), England’s National Health Service (60 hours) 
 Observed and assisted nurses in visits to client’s homes  
 Worked with newborn, school-age, adult, and geriatric populations to provide safe and quality healthcare 
 Compared United States’ health system to a national public health system, analyzing costs and benefits to both 

models 
 
Medical Mission Trip ~ Honduras           January 2016 

 Collaborated with interpreters to interview patients for applicable history prior to surgery 
 Provided safe and quality post-operative care 
 Gained additional experience preparing patients for surgery and monitoring after completion  
 Communicated changes and updates to nurses, doctors, and surgeons when necessary  

 
Certificates               
 

Mental Health First Aid Certification ~ Mental Health First Aid USA     December 2016 
Basic Life Support CPR ~ American Heart Association             March 2016 
Certified Professional in Healthcare Quality ~ Institute of Healthcare Improvement       October 2015  
 
Work Experience              
 

Children, Youth, and Family Intern, Easter Lutheran Church ~ Eagan, MN              Summer 2014, 2015 
 Honed administrative, prioritization, and innovative skills by planning, organizing and facilitating youth activities 
 Developed relationships with children (ages 2 to 18) and their families, assessing and meeting diverse needs 
 Educated fellow coworkers on basic first aid and steps to take in a health emergency  

 
Honors & Awards              
 

Dean’s List  
Founders Scholarship   
Norse Scholarship  

Bernice and Bert Cross Scholarship  
Cross Family Fund for Excellence in Nursing  
Girl Scout Gold Award 

 

Student last name–2
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Theatre & Dance Major  
studentname@hotmail.com 

Current Address           Permanent Address   
700 College Drive, SPO 888          1234 High Court 
Decorah, IA 52101           Bettendorf, IA 52722 
563-387-0000           563-459-0000 
 
EDUCATION  
Bachelor of Arts, Luther College, Decorah, IA         May 26, 2002 
Majors: Theatre & Dance, Minor: Music        GPA: 3.58 
 
STAGE MANAGEMENT EXPERIENCE           
Moving to Return    SM     Anne Bartlett, Dir.   Luther College, 2001 
Spinning Into Butter   SM   Robert Larson  Luther College, 2001 
Street Scene   SM   David Judisch  Luther College, 2001 
The Giving Star   ASM   Hal Cropp  Commonweal Theatre Co., 2000 
Lion in the Winter   ASM   Peter Rothstein  Commonweal Theatre Co., 2000  
Bus Stop    SM   Paul Barnes  Commonweal Theatre Co., 2000 
Beauty and The Beast  SM   John Knight   Timber Lake Playhouse, 2000 
The King and I   ASM   Jane Brody  Timber Lake Playhouse, 2000 
Ten Little Indians   SM   Brad Lyons  Timber Lake Playhouse, 2000 
Hansel and Gretel   SM   Brad Lyons  Timber Lake Playhouse, 2000 
City of Angels   ASM    Brad Lyons  Timber Lake Playhouse, 2000 
Jest a Second   ASM   James Sherman  Timber Lake Playhouse, 2000 
Triumph of Love   ASM   Brad Lyons  Timber Lake Playhouse, 2000 
Kaliedoscope Eyes   SM    Jennifer Gilbert  Luther College, 2000 
Little Ships of Horrors  SM   Zmolek/Guzman  Luther College, 1999 
Lysistrata    SM   Dintaman/Larson  Luther College, 1999 
 

PERFORMANCE EXPERIENCE 
Naomi in the Living Room  Johanna   Nathaniel Longtin, Dir Commonweal Theatre Co. LAB, 2000 
Tongues    Woman   Mark Robinson  Commonweal Theatre Co. LAB, 2000 
Sweeney Todd   Ensemble   Jeff Ashcraft  Ghostlight Theatre Inc., 1998 
 
INTERNSHIP 
Semester-In-Residence, Commonweal Theatre Co., Lanesboro, MN     February-May 2000 
 
RELATED EXPERIENCE 
Luther College Performing Arts Committee Technician, Decorah, IA    August 2001 – Present 
Luther College CFL Student Technician, Decorah, IA     August 1998 – Present 
Luther College Choir Member, Decorah, IA      August 1998 – Present 
Luther College Storre Theatre Technician, Decorah, IA     August 1999 – May 2001 
 
COURSEWORK 
Intro to Theatre, Intro to Acting, Lighting and Sound, Scenery and Properties, Costumes and Make-Up, Designing for the Performing Arts, 
Theatre Practicum, Intro to Dance, Dance Improvisation, Movement Fundamentals I, Movement Fundamentals II, Dance Practicum, 
Dramatic and Performance Theory, Theatre History 
 
 
TRAINING 
Voice: Rosemary Gast, Tim Peter, Jennifer Newell 
Violin: Kerry Goodwin, Liz Gosma-Abplanalp, Dortha DeWitt 
Movement: Amanda Hamp, Jane Hawley, Anne Bartlett 
Acting: Kristen Underwood 
 
SPECIAL SKILLS AND TALENTS 
Singing, violin, guitar, photography, valid drivers’ license, valid passport, MAC and PC computer literate, sound and lightboard experience, 
elementary pyrotechnics/gun training, basic language skills: French, Hebrew, ASI, and Pig Latin 
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FIRST OR SECOND YEAR STUDENT 
yourname@luther.edu 

 
Current Address        Permanent Address  
700 College Drive, SPO 222      806 Benjamin St.  
Decorah, IA 52101        Decorah, IA 52101  
563-387-0000        563-333-9999 
 
 
EDUCATION  Bachelor of Arts, Luther College, Decorah, IA Expected May 2016  
   Major: Elementary Education  
   GPA: 3.27  
 
   Decorah High School, Decorah, IA May 2012 
   General Studies-College Prep  

GPA: 3.34 
 
EXPERIENCE  Luther College Food Service, Decorah, IA  (August 2012-Present) 
   Deli Line Worker  

 Developing communication skills by working in a team-based 
environment with peers

 Prepare and serve food on the deli line
 Maintain clean serving area

YMCA Camp Olson, Longville, MN  (June 2012-August 2012) 
Assistant Counselor 
 Completed a 10-day staff training session 
 Worked with children ages 8-15 at a residential camp  
 Supervised children at various program areas including swimming, 

sailing, horseback riding, archery, and arts and crafts 

Family Table Restaurant, Decorah, IA (August 2011-June 2012) 
   Waitress  

 Developed ability to serve up to six tables of patrons simultaneously 
 Honed customer service skills by greeting and serving guests in a 

small family-owned diner 
 Worked cooperatively with co-workers to cover tables and complete 

end of shift cleaning tasks 
 
 
ACTIVITIES   Luther College Student Activities Council Concerts Committee 

Luther College Pike Korr Women’s Choir 
Luther College Pep Band 
Decorah High School Tennis Team 
Decorah Marching Band  
Decorah High School Arts and Science Club 

 
HONORS &   Decorah High School Honor Roll  
AWARDS   Decorah Marching Band Section Leader 

2010 Most Improved Player-Decorah Tennis Program 
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LISA KENDAL        kendli01@luther.edu 
____________________________________________________________________________________________________ 
Current Address:         Permanent Address: 
Luther College, SPO 1111         506 Franklin St.  
Decorah, IA 52101-1039         Winston, MN 55113-1028 
651.428.6527          651.631.2123 
 
 
EDUCATION Bachelor of Arts, Luther College, Decorah, IA   May 2014 
   Majors:  Communication and Psychology 
   Cumulative GPA: 3.52 
 
 
RELATED  Concert Organizer      2/12 - present  
EXPERIENCE  SAC Spotlight Co-Chair      Decorah, IA 

 Organized smaller concerts to play at Luther College 
 Worked with bands to put on a concert 
 Reviewed band contracts for concerts 
 Sold merchandise for bands 
 Organized meetings for the committee 

 
Music Director       9/11 - present 
KWLC 1240 AM Luther College Radio Progressive Music Director Decorah, IA 

 Managed music staff of 17 individuals 
 Spoke with radio promotion companies to discuss and track albums 
 Submitted radio play charts each week 
 Organized a concert to promote station and band  
 Reviewed numerous CDs each week 
 Chose music to be played by DJs 
 Interviewed bands for radio show 

 
Music Review Writer      9/11 - present 
Luther College Chips Music Review Writer    Decorah, IA 

 Wrote three CD reviews every other week 
 Monitored new releases  

 
Concert Committee Member     9/11 - present 
SAC Concerts Committee Member     Decorah, IA 

 Participated in committee that organizes larger concerts 
 Helped with set up on the day of the concert 

 
Radio DJ       9/10 - present 
Progressive/Rock DJ at KWLC 1240 AM    Decorah, IA  

 Broadcast a progressive and hard rock show   
 Ran the control board 
 Answered the telephone for music requests 
 Edited interviews with bands 

 
ADDITIONAL Child and Family Center, Johnston, MN    4/08 - 8/11 
EXPERIENCE  City of Winston, Winston, MN     9/08 - 3/09 
 
ACTIVITIES  SAC Special Events – Committee Member 
&  HONORS  Dean’s List 
   Appalachian Mountain Mission Trip Chaperone 
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Bachelor of Arts, Luther College, Decorah, IA             May 2018 
   Major: Art   |    Minor: Management    |     GPA: 3.6 
 

Relevant Coursework:  Advanced Graphic Design, Advanced       
Painting, Advanced Drawing, Printmaking, 3D Processes,      
Concepts of Media Productions, Marketing & Advertising 

        

Photographer                                            January 2015– Present 
Luther College Photo Bureau                                  Decorah, IA 
• Developed creativity skills by working in various photography settings 

• Completed team-based assignments, involving effective communication and 
coordination 

• Used photography abilities to produce quality photographs to market Luther 
College 

 Obtained valuable time-management and organizational skills 

  

Web Content Intern                                  January 2015– Present 
Luther College Web Content Bureau                               Decorah, IA 
• Developed creativity skills by working in various photography settings 

• Completed team-based assignments, involving effective communication and 
coordination 

  

Art Management Intern                                  January 2015– Present 
Lanesboro Arts Center                    Lanesboro, MN 
• Developed creativity skills by working in various photography settings 

• Completed team-based assignments, involving effective communication and 
coordination 

• Used photography abilities to produce quality photographs to market Luther 
College 
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600-361-777 hansmi06@luther.edu 

506 Franklin Street, Winston, MN 55113 

  www.michaelhanson.com linkedin/michaelhanson 

Photoshop 
InDesign 

Illustrator 

Final Cut Pro X 

Cazera CMS 

Reason CMS 
Druple CMS 

Web Development 

Photography 

Videography 
Editing/Copywriting 
Public Relations 

A
C

TI
V
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S Luther Artist Collective 

Luther Fine Art  Collection 

ArtHaus Volunteer 

PALS Mentoring Program 
Student Activities Center 

  

  

MICHAEL 
HANSON 

H
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Luther College Dean’s List 

APO Service Fraternity 
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CONTACT 

EDUCATION 

PROFESSIONAL EXPERIENCE 

ACTIVITIES & HONORS 

KEN JOHNSON 

5015 Clear Spring Dr. 
Minneapolis, MN 55555 

222-949-8749

johnke24@luther.edu 

Luther College, May 2017 
Bachelor of Arts 

Major: Management  
Cumulative GPA: 3.77 

Relevant Coursework    
Human Resource Management 
Organizational Communication  
Business Writing      
Public Speaking       
Small Group Communication 

Four51, Inc.        Summer 2016 
Business Analyst Intern  Eden Prairie, MN 

 Developed an automated system to streamline customer support
inquiries.

 Conducted interviews with various internal stakeholders to
ascertain needs and to identify potential solutions.

 Managed entire project from conception to implementation.
 Called meetings and presented ideas to management; improved

presentation and communication skills

Luther College Admissions Office  2015- Present 
Tour Guide   Decorah, IA 

 Developed communication skills by giving tours to prospective
students and their families.

 Improved sales skills by showing students why Luther is a place
that fits their needs.

 Strengthened quick-thinking ability by answering difficult
questions.

Luther College Student Activities Council  2015- Present 
Executive Board & Committee Member       Decorah, IA 

 Elected by peers to serve as Co-chair for SAC Spotlight
Committee

 As Co-Chair, managed budget of more than $20,000
 Expanded communication and leadership abilities as

spokesperson for the committee.
 Served as a member of Concerts Committee since 2014

Explorer’s Club          2012- Present 
Program Assistant & Child Care Professional   Minneapolis, MN 

 Implemented lesson plans while supervising up to 20 children on
any given day.

 Developed communication skills dealing with parents of children
in the day camp program

Dean’s List (2015, 2016, 2017) 
Emery O. Nordness Award for Business Scholarship (2016, 2017) 
Major V. Barth Academic Scholarship (2017)  
Luther College Baseball Team (2014-2017)  

KJ 
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CLASSICS ENGLISH SAMPLE CV
700 College Drive SPO XXX – Decorah, IA 52101 

(XXX) XXX-XXX
studentname@luther.edu 

EDUCATION 

Bachelor of Arts, Luther College, Decorah, Iowa May 2015 
Majors: Classical Studies and English GPA: 3.95/4.00 

RESEARCH EXPERIENCE 

Luther College, Department of Classics           2014-2015 
Student Researcher Decorah, Iowa 

 Senior Honors Project culminating with a 25-page research paper analyzing the use
of Greek and Roman mythology in the poetry of John Keats and Percy Shelley of the
Romantic Period and how these allusions were able to convey a politically fired agenda

PAPER PRESENTATION 

Student Name (May 2012), “Mark Twain: Satire and Society.” This paper was presented 
orally at the 2012 Luther College Undergraduate Research Symposium. 

TEACHING EXPERIENCE 

Luther College, Student Academic Support Center 2012-Present 
Latin Tutor Decorah, IA 

 Provide assistance to students in elementary and intermediate Latin courses for them to
better understand Latin grammar

 Instruct students in study strategies allowing them to become independent learner
 Serve as a source of reliable information to students.

Luther College, Student Academic Support Center 2012-Present 
English Tutor Decorah, IA 

 Edit students’ papers, many who speak English as a second language
 Instruct students on proper way to format and organize research papers
 Aide students in gaining confidence in their writing abilities
 Build relationships of mutual trust and respect with students

Luther College, Student Support Services 2014-Present 
Latin Tutor Decorah, IA 

 Similar to tutoring role with Student Academic Support Center, however, Student Support
Services is funded by a Federal Grant and offers more intense academic help over extended
periods of time.
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Last Name (Classics English Sample CV) Page 2 of 2 

HONORS & AWARDS            
 
Academic Awards 

Luther Regents Scholarship  2011-2015 
Orlando W. & Clara P. Qualley Classical Scholarship                                        2013-2015 
Iver A. Opstad Scholarship                                                                                        2013-2014 
Luther College Dean’s List                                                                                        2011-2015 
IIAC Academic All-Conference                                                                                     2012 

Honor Society 
Eta Sigma Phi (Classics Honors Society)                                                               2013-2015 

 
 
OTHER WORK EXPERIENCE    
 
Plus Relocation Services, Minneapolis, MN 2013-2014 

 Information Technology Policy Writing Internship 
Pioneer Yearbook, Luther College 2013-2014 

 Sports and Faculty Section Editor 
Kids’ SAFARI, Bloomington, MN  2013-Present 

 Activities Assistant, Inclusion Staff  
 
 
ACTIVITIES     

 
 Launching Luther Leaders, Member 2013-2015 
 Luther College Active Minds, Member 2012-2015 
 Luther College Women’s Soccer Team, Goalkeeper 2011-2014 
 Student Athletic Advisory Committee, Member 2012-2014 

 
 
REFERENCES        
 
Dr. Philip Professor, Ph.D. Dr. Nicholas Professor, Ph.D.  
Research advisor, instructor Academic advisor, instructor 
Professor, Department Head Professor 
Classics Department, Luther College English Dept., Luther College 
700 College Drive, Decorah, IA  52101 700 College Drive, Decorah IA  52101 
Decorah, IA 52101  Decorah, IA 52101 
563-387-XXXX  563-387-XXXX 
faculty@luther.edu  faculty@luther.edu  
 
Dr. Dan Professor, Ph.D. 
Research advisor, instructor 
Assistant Professor 
Classics Department, Luther College 
700 College Drive, Decorah, IA 52101 
563-387-XXXX 
faculty@luther.edu  
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