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Sections of a Resume  
  

A.  Heading  
� Incl





RESUME PACKET | PAGE 4  

  

 

 

 

 

Ability  

Accomplish  

Account  

Achieve  

Active  

Adapt  

Advise  

Analyze  

Answer  

Apply  

Approve  

Arbitrate  

Arrange  

Assemble  

Assess  

Assign  

Audit  

Build  

Calculate  

Capacity  

Categorize  

Chart  

Classify  

Coach  

Code  

Collaborate  

Collect  

Communicate  

Competent  

Compile  

Complete  

Compose  

Compound  

Compute  

Conceive  

Conduct  

Confirm  

Conserve  

Consistent  

Consolidate  

Construct  

Consult  

Contribute  

Control  

Coordinate  

Copy  

Correspond  

Counsel  

Create  

Decide  

Decrease  

Define  

Delegate  

Deliver  

Demonstrate  

Design  

Detect  

Determine  

Develop  

Devise  

Diagnose  

Direct  

Discover  

Distribute  

Edit  

Effective  

Elaborate  

Eliminate  

Encourage  

Establish  

Estimate 
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Chronological Resume SAMPLE  

    

 

MELISSA RICHARDSON 

3701 Cross Rd.                                                                                                                                             

229-748-7782 
Valdosta, GA 31602                                                                                                               

mlrichardson@valdosta.edu                                                                                                                                                                                                                                      
 

 

 



RESUME PACKET | PAGE 6  

  

 Functional Resume 
 

Jane Rolle 

1500 North Patterson St.  ¶  Valdosta, GA  

Phone: 242-333-5942  ¶  Email: jrolle@vadosta.edu 
 

 

SUMMARY OF QUALIFICATIONS 

Bilingual Spanish student with healthcare and leadership experience. Proficient on Microsoft Office 

programs (Word, Excel, Publisher, PowerPoint and Outlook) and various social media applications 

(Facebook, Twitter, Instagram, Pinterest). Seeking a position in Human Resources.  
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Cover Letter Example  

Lynn Richards 

1500 North Patterson St. | Valdosta, GA 31698   

(229)-333-
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