Sample Content for Resume (  COMMUNICATION

This handout is intended to assist you with writing action word statements on your resume relating to skills gained, accomplishments, your scope of experience, or quantifiable results.  They are presented by field as a way to help you determine what you might write about on your resume.  These are not intended to be copied, rather as a way for you to begin thinking about skills you have gained during your career-related experience.  Remember, the purpose of your action word statements is to demonstrate to the employer that you have the skills they are seeking.  These skills may have been gained in a setting similar to the one in which you are applying or in a different setting as a transferable skill.
General Communication 

· Prepared promotional materials for local business

· Collaborated with team to design logo, brochure, database for mailing and follow-up survey


· Organized company sponsored marketing and sales conferences

· Coordinated product presentations and supplier/retailer business sessions

· Maintained event schedules

· Maintained communications with service learning site, contacts, professors and students

· Systematized record-keeping procedures to ensure that standard data was being collected

Journalism

· Wrote and edited captions for student submissions

· Created page layout and ad designs for student newsletter

· Worked with staff responsible for 1st web based publication

· Edited stories for award-winning college newspaper according to AP style

· Contributed news, features and editorials, consistently meeting deadlines

· Coordinated assignment of stories

Event Planning

· Planned annual, special and fundraising events for ________________
· Organized the silent auction for the _____________ Outing, whose donations increased xx% from the previous year

· Solicited gifts, set up publicity and recruited/scheduled volunteer workers for the _____outing

· Coordinated the _____________ Program (xx participants)

· Orchestrated parties and celebrations including:

· Sorority recruitment theme parties

· Business post-event parties

Advertising

· Researched prospective clients for future accounts resulting in one new working relationship

· Worked with the full-time creative staff on two major projects

· Organized information to present to clients

· Took part in creative development of internal and external reports
· Researched contact, product, and general information on prospective advertisers
· Managed customer account database and maintained client contracts and files
· Conducted ongoing monitoring of competitor’s brands
Public Relations



· Researched, reported and wrote two-four articles per week

· Explored industry trends, technological advancements, and business profiles in the ____________ metropolitan area

· Contributed to research, topic exploration and writing of _______________
· Wrote and distributed press releases on an as-needed basis

· Assisted in all operations of the Public Relations Office

· Wrote and distributed letters, website material and publicity materials
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