Resume Assignment Guidelines - HSC 200 
Resume: 20 points available

This assignment provides an opportunity to begin compiling and organizing your professional portfolio.  Health Educators use professional portfolios to “showcase” their skills during internship and job interviews.   

General Guidelines for Writing Assignments:  

Exceptional written communication skills ensure success not only in the college classroom, but also in your future professional career.  When completing your written assignments, use clear, professional language and complete sentences.  Avoid clichés, jargon, and slang.  Good writing takes multiple drafts and reviews.  The finished product should reflect careful editing and proof reading, including writing mechanics (grammar, capitalization, and punctuation) to ensure the assignment is error-free.  

Use an easy to read, 12 point font with maximum one inch margins (you may use .5 inch margins) on the top, bottom, and sides of the document.  Check and correct the default margins if necessary.  Use double spaced type and make certain each assignment is thorough yet succinct.  Make sure you have the correct number of pages for each assignment.  

Helpful Hints:

· Use a computer and a high quality printer – everything must be typed! 

· Proof carefully for correct grammar and spelling.

Points will be deducted for:  
· Lack of effort/not college-level work 

· Poor grammar/spelling/poor sentence construction/”writing as you speak”

· Incorrect margins, font, and spacing 

· Reads like a first or rough draft – lack of editing & revising

· Did not follow requested format 

· Missing required sections 

· Incomplete information

· Inadequate depth/thoughtful preparation

· Unprofessional appearance
Assignment Steps: 
1. Prepare/update your resume, using guidelines from presentations from the Career Center guest speaker, insight from the career center, and your own personal experience.
2. Submit your resume to VMock, a resume review service, now available through your Cardinal Career Link. Dillon (our career center representative) will walk you through how to log in and submit your work in the guest speaker presentation during week 5.
3. VMock will provide you with direct feedback on your resume, including a benchmark score. You will need to SCREENSHOT OR SAVE A COPY OF THE PAGE WITH YOUR FEEDBACK and YOUR ORIGINAL SCORE. 

4. Using the feedback from VMock, make appropriate edits to your resume. If you have any questions regarding the feedback, do feel free to reach out to me, or the career center representative. 

5. Re-submit an updated copy of your resume to VMock. If you’ve made the suggested edits, your benchmark score should improve (even if just minimally, it’s improvement!). AGAIN, SCREENSHOT OR SAVE A COPY OF YOUR UPDATED VMOCK SCORE.

6. On Sunday, October 25, you will need to turn in:

a. Your resume (in final draft form) 

b. Your original feedback and score from VMock

c. Your updated score from VMock 
HSC 200 – Resume Assessment

***** Please fill in the top portion and staple to the front of your assignment.

Name_________________________________________________________________________

Date _______________________________________________________________________

Grading Portion 

_____
6 points = attached proof of submission to VMock, with feedback and original score noted (printed screen shot is acceptable) 

_____
6 points = attached proof of second submission to VMock, with updated (and improved) score provided (printed screen shot is acceptable). Points awarded here will be dictated by quality of your improvement between VMock submission one to VMock submission two.
_____
8 points = quality of final submission of resume, with correct grammar/spelling, professional/business language, clean formatting, and evidence of genuine effort in improving quality/score. My score here is independent of your final submission to VMock. 
_____
Total Points (20 points possible) 

Charlie Cardinal 

ccardinal@bsu.edu

Current Address






Permanent Address

220 West Bethel Avenue 





617 West Birdsboro Lane

Muncie, IN 47304






Muncie, IN 47304

765-288-9999







765-289-0909

Career Objective 

Create a specific statement describing the type and level of position, type of organization/company, and key skills 

Education

Bachelor of Science (write out degree awarded), Month & Year of graduation date (Put “expected” or “anticipated” if not graduating this semester – i.e., Anticipated May 2018)  

Ball State University, Muncie, Indiana 

Major:  Health Education and Promotion 
Minor:  Biology  

Experience

Title of position, name of employer (organization), city and state of employer, beginning and ending dates of employment (month and year)

· List bulleted accomplishment statements 

· Begin with action verbs (present tense = current position; past tense = past position)

· Highlight major responsibilities, accomplishments, and results

· Quantify whenever possible

· Put most important and relevant information at the top of your resume 
Optional Resume Information (do not use as a resume section title):  

· Honors, Awards, Scholarships

· Memberships and Activities

· G.P.A. (if appropriate) with scale

· List college courses if limited experience 

· Licenses and certifications 
Other Guidelines:  

· One inch margins top, bottom, sides

· Font size = 10, 11, or 12-point font (may use larger font for headings)

· You may use “regular” paper; you do not need special resume paper 

· Limit to one page

· You do not need to include a reference page or cover letter
