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NETWORKING
ACADEMY



Chabot College

Cisco Networking Academy II

Assignment

Study resume samples, and then use MS Word wizard to develop your resume.

Print and submit it for bonus credit.

Step 1 - Review Sample Resumes 

Review the sample resumes at http://www.quintcareers.com/resume_samples.html   These resumes are in html format, but they provide useful models.  Pay close attention to 

· Content - what topics are included.  Standard content will include:

· Personal Information

· Objective

· Education

· Experience 

· (optionally) Skills

· Format - how the information is presented

· The Chronological Resume is the most common format  It follows a sequence similar to that shown above, with education and experience listed in reverse chronological order (most recent listed at the top).  Resume samples 4 through 9 follow the chronological format.

· A second format that can be useful is the Functional Resume, which rearranges employment history into sections that highlight areas of skill and accomplishment.  This format is useful for students with relatively little employment history, but it is sometimes viewed skeptically by employers.  In the resume samples above, numbers 1, 2, 3, 10, & 11 follow the functional format. 

Step 2 - Develop Your Resume 

1. Start Microsoft Word.

2. Choose File | New  and then click on the tab labeled: Other Documents.

3. Get acquainted with the templates:

· Select one of the Resume Templates, open it and study it a bit.  

· Then examine each of the other templates in the same way. (If you choose the "Elegant Resume" template, you must move your personal information to the top of the page.)

4. Finally, select the Resume Wizard and use it to build the structure of your resume.

5. Then type in your information needed to complete your resume.

6. Save the finished file in your home directory on the network server.

Step 3 - Review Your Resume Using the Following Checklist.  

Be sure:

1.  Personal Information

· is at the top of page

· includes current address & telephone number(s) day and evening

· includes current email address

· does not include age, race, or political affiliation

2.  Career Objective

· specifies type of position you seek  (e.g. "position in TCP/IP network design, installation, and support with opportunities for career development and advanced training ")

3.  Education / Training

· lists name and location of college

· lists courses relevant to your objective

· lists most recent degree, major, & date, or 
· describes educational objective in progress & anticipated date of completion (e.g. "Cisco Certified Network Associate Certificate anticipated Summer 2002")

· lists certifications (e.g. "Letter of Completion, Cisco Networking Academy Semester 1")

5.  Experience

· include job title, organization name, city, state and/or country (if not U.S.)

· include dates position held

· includes related paid, volunteer, intern, or co-op experience

· is described with action verbs (e.g. "installed", "planned", "configured" )

· highlights your skills and the benefits you offer

· is quantified where possible (e.g. installed and configured 32 new PCs…)

· describes: Projects, Actions, Results

EXAMPLE:
Project = Upgraded Defect Sensing Devices
Action = Led and managed project
Result = Eliminated human inspection on line, saving $200,000 per year

"Led project to upgrade defect sensing devices 
resulting in the elimination of human inspection on line, saving $200,000 per year"
6.  Skills

· are consistent with objective

· relate to your coursework & experience

· highlight your best attributes & transferable skills (e.g. Customer service experience in another industry is valuable background for network technicians who work with the public.)

· A long list of computer proficiencies with no explanation has little credibility or value.  
If you have a range of computer proficiencies, describe them a bit so that they have greater meaning.

Don’t do this:

Computer Proficiencies


Windows, MS Word, Excel, Visio, Visual Basic, C, C++

Do this:

Computer Proficiencies

· Extensive experience in Windows 98 & NT operating systems

· Expert Word Processing with MS word, including documents with complex format

· Basic spreadsheet creation and editing with MS Excel

· Basic Network documentation and drawing with MS Visio

· Expert programming in C and C++ compilers

END |  ATTACH PRINTED RESUME   |  SUBMIT

Resume Development - Bonus Assignment

























































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































