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Carol Kleiman.“ Web Site Occupations Are Growing by the Gigabyte,” The
Columbus Dispatch, February 9. 1997.
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Hal Lancaster, “ The Standard Resume Still Has a Role in Job Searches,”
The Wall Street Journal, February 3, 1998, B1.
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Jerry A. Jackson
Campus Address Permanent Address
16361/2 Highland Street 45 East Mulberry
Columbus, OH 43201 Huntington, NY 11746
(614) 555-5718 (516) 555-7793

jackson.2495@osu.edu
www.fisher.osu/students/jackson.2495/home.htm

Education URL
B.S. in Family Financial Management, June 2001, The Ohio State University,
Columbus, OH

"B" Average

Courses Related to Major:
Accounting | and Il Business and Professional Writing
Finance Computer Programming
Economics | and Il Statistics
Family Resource Management Public Speaking
Family and Human Development Interpersonal Communication

Sports Experience
BAAD (Buckeye Athletes Against Drugs)
Intramural Hockey Team (Division Champions, Winter 2000)
Three-year Varsity Letterman, Ohio State University, Columbus, OH
Men's NCAA Division | Lacrosse L acrosse

Experience

Financial Sales Representative, Primerica Company, Columbus, OH,
February 2000-present. Work with clients to plan investment strategies;
recommend specific investments.

Entrepreneur, Huntington, NY, and Columbus, OH, September 1999-January
2000. Created a saleable product, secured financial backing, found a
manufacturer, supervised production, and sold product—12 dozen T-shirts
at a $5.25 profit each—to help pay for school expenses.

Landscape Maintenance Supervisor, Huntington, NY, Summers 1991-99.
Formed a company to cut lawns, put up fences, fertilize, garden, and paint
houses. Hired, fired, trained, motivated, and paid friends to complete jobs.

Collector and Repairman, ACN Inc., Huntington, NY, Summers 1991-97.
Collected and counted up to $10,000 a day. Worked with technicians
troubleshooting and repairing electronic and coin mechanisms of video and
pinball games, cigarette machines, and jukeboxes. Drove company cars and
trucks throughout New York metro area to collect cash and move and repair
machines.
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“ Robert Half's Resumania” in Taunee Besson, The Wall Street Journal
National Employment Business Weekly: Resumes(New Y ork: John Wiley and Sons, 1994),64;
and Web sites that will remain unidentified.
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Robert Half* Rseume goofs,” Managing Your Career, Spring 1989, 37, 39;
Selwyn Feinstein, “ Labor Letter, ” The Wall Street Journal, April 5, 1989, Al; Geoff Martz,
How to Survive without Your Parents' Money: Making it from College to the Real World(New
York, Villard Books, 1993), 112; and Web sites that will remain unidentified.
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John L. Munschauer, Jobs for English Majors and Other Smart People
(Princeton, NJ: Peterson's Guides, 1986), 36-37.
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(Marcella)
Steven W. Zajano
921 South Seventh Street
Cambridge, Ohio 43725
(614) 555-4715
WORK EXPERIENCE

Groundskeeper, Muskingum College, New Concord, Ohio, 1995-present.
Duties include
* Maintaining campus grounds, athletic fields, and equipment
* Performing electrical, plumbing, and carpentry as needed

Crew Leader, Seneca National Fish Hatchery, Senecaville, Ohio, 1992-94.
Started as Young Adult Conservation Corps (YACC) member; promoted to crew leader after five
months.
Duties as crew leader included o
*Maintaining hatchery facilities "
*Planning work activities and schedules for 12 YACC workers]

andscaper, R.G.'s Landscaping Service, Canton, Ohio, Summer-1993.
Duties included
* Maintaining existing lawns
* Landscaping and establishing new lawns

Farm Worker, Hanover Stud Horse Farm, Canal Fulton, Ohio, 1991-93.
Duties included
* Maintaining tractors and mending fences
* Baling hay and straw
* Caring for thoroughbred racing horses <

Boy Scout Troop, Cambridge, Ohio (Leader)
Bus Ministry, Cambridge United Christian Church
Hunting, fishing, camping, swimming, hiking

ACTIVITIES AND INTERESTS /

Steve

EDUCATION
Associate of Applied Sciences, June 2001, Hocking Technical
College, Nelsonville, Ohio
Specialization: Recreation and Wildlife Management

REFERENCES
James Heidler, Grounds Supervisor, Muskingum College, New Concord,
Ohio 43725 (614) 555-5024
Richard Jordet, YACC Program Director, Seneca National Fish Hatchery,
Bytesville, Ohio 43723 (614) 555-5541
Gerald Sagan, Professor of Recreation and Wildlife Management,
Hocking Technical College, Nelsonville, Ohio 43765 (614) 555-3492

18-2
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Marcella G. Cope

370 Monahan Lane
Dublin, OH 43016
614-555-1997
mcope@postbox.acs.ohio-state.edu

Objective
To help create high-quality CD-ROM products in Metatec's New Media Solutions Division

Editing and Prdofreading Experience

Edited a textbook published by Simon and Schuster, revising with attention to format,
consistency, coherence, document integrity, and document design.
Proofed training and instructor's manuals, policy statements, student essays and
research papers, internal documents, and promotional materials.

Worked with authors in a variety of fields including English, communication, business,
marketing, economics, education, history, sociology, biology, agriculture,
computer science, law, and medicine to revise their prose and improve
their writing skills by giving them oral and written feedback.

Writing Experience
Wrote training and instructor's manuals, professional papers, and letters, memos, and reports.
Co-authored the foreword to a forthcoming textbook (Fall 1999) from NCTE press.
Contributed to a textbook forthcoming (Fall 1999) from Bedford Books/St. Martin's Press.

Computer Experience

Designed a Web page using Microsoft Front Page 14
(www.cohums.ohio-state.edu/english/People/Bracken.1/Sedgwick/)
Learned and used a variety of programs on both Macintosh and PC platforms:
Word Processing and Spreadsheets
Microsoft Project
Front Page
Pagemaker
Aspects (a forum for online synchronous discussion)
Storyspace (a hypertext writing environment)
PowerPoint
E-Mail

Other Business and Management Experience

Developed policies, procedures, and vision statements.
Supervised new staff members in a mentoring program.
Coordinated program and individual schedules, planned work and estimated costs,
set goals, and evaluated progress and results.
Member of team that directed the nation's largest first-year writing program.

18-3



hinaﬁ% ub.com

-@ 18 459 |

Marcella G. Cope

Page 2

Employment History

Graduate Teaching Associate, Department of English, The Ohio State University,
September 1995-Present. Taught Intermediate and First-Year Composition.
Writing Consultant, University Writing Center, The Ohio State University,

January-April 1998
Program Administrator, First-Year Writing Program, The Ohio State University,
September 1996-January 1998

Honors

Phi Kappa Phi Honor Society, inducted 1996. Membership based upon performance
in top ten percent of graduate students nationwide.
Letters of Commendation, 1995-1998. Issued by the Director of
Graduate Studies in recognition of outstanding achievement.
Dean's List, Northwestern University, Evanston, IL

Education

Master of Arts, June 1997, The Ohio State University, Columbus, OH.
Cumulative GPA: 4.0/4.0
Bachelor of Arts, June 1995, Northwestern University, Evanston, IL.
Graduated with Honors.

References

Kitty O. Locker
Associate Professor, Business and Administrative Communication
The Ohio State University
421 Denney Hall, 164 W. 17th Ave.
Columbus, OH 43210
614-555-6556
locker.1@osu.edu

Marilyn Duffey
Director, Ohio University Writing Program
Ohio University
140 Chubb Hall
Athens, OH 45701
614-555-9443
duffey@ohiou.edu

James Bracken
Associate Professor, English and Library Science
The Ohio State University
224 Main Library, 1858 Neil Avenue Mall
Columbus, OH 43210
614-555-2786

bracken@osu.edu
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" ( )
Robert Half“ Resumania, ” April-December 1998, <ww. rhic. com/
jobsRHIC/jobzone/resumania/archive.html>; nd, <www.wonderlic.com/nlresmna.html>; and
nd,<www2.minnbankcenter.org/mba/resgoofs.htm>.
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Tawn Nhan,* On-line Service Checks Out Job Applicants,” The Columbus
Dispatch, May 19, 1996.
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Allyson Karnes

195 W. Ninth 6782 Fenwick Drive
Columbus, OH 43210 Solon, OH 44121
(614) 555-3498 (216) 555-6182

karnes.173@osu.edu

Career Objective Allyson

To write creative headlines and print ads that make people remember the product

Education

B.A. in Advertising, June 2000, The Ohio State University, Columbus, OH
Core courses: Copywriting, promotional strategies, magazine writing, graphics, media

planning
Harvard University Writing Program, Summer 1998, Boston, MA

Experience Creating Ads

Led the team that developed the winning promotional strategy for Max & Erma's
Restaurants
* Developed idea for theme for a year's campalgn of ads.

boxes checked.

® Strategy won first place from among 17 proposals.
Wrote more than 15 ads for Copywriting class, including

® Ad for cordless phone: "Isn't It Time to Cut the Cord?"

¢ Slogan for Ohio University's Springfest Jamboree: "In Short, It Jams"

¢ Billboard for Columbus Boys' School: "Who Said It's Lonely at the Top?"
Wrote ads and revised menu for The Locker Room (restaurant).

Other Writing Experience

Wrote proﬁle on Charlotte Witkind, part owner of the New York Yankees.
Wrote "Commuter Flights" (humor).

Wrote legal briefs as part of course at Harvard.
Wrote summary of research on $7 million medical malpractice case for Garson and
Associates.

Employment History
1999-2000 Child care and house management, Worthington, OH. Part-time daily
during school year.
Summer Mother's Helper, Princeton, NJ. Cared for six-month-old baby; cared for all
1999 three children when parents were away on weekends.

1997 Harvard University Writing Program.

Summers Law Clerk, Garson and Associates, Cleveland, OH. Did independent case
199397  research used by the firm to win $7 million malpractice out-of-court.
N

\\ Portfolio Available on Request

* Wrote copy for radio spots, magazine ads, and billboards. One billboard ad had the
headline "Multiple Choice" and boxes for burgers, chicken, and salads—with all the

* Presented creative strategy to Max & Erma's CEO and the Head of Advertising.

Wrote more than 30 magazine articles as part of courses at Harvard University and Ohio State.

Summer Maid, Harvard Student Agency, Boston, MA. Part-time while attending

18-4
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Archeus: Guide to WWW Resume Writing Resources
http://www.golden.net/ archeus/reswri.htm

The career Advisor,by William S. Frank
http://www.careerlab.com/homeruns.htm
Catapult Job Search Guides
http://www.jobweb.org/catapult/jsguides.htm
Tips on Wrtings an Electronic Resume by Joyce Lain Kennedy
http://www.espan.com/does/jlkresv.html
How to Write an Exceptional Resume
http://www.his.com/ rockport/resumes.htm
Kitty Locker's Job Hunting Page
http://www.cohums.ohio-state.edu/english/People/Locker.1/job.htm
Resume Doctor
http://www1.mhv.net/~acorn/Bad.html

Writing a Resume for Susie the Screener
http://lwww.gsia.cmu.edu/afs/andrew/gsia/coc/student/screener.html

12 14

Jerry A. Jackson '
Times Roman

Keywords: family financial i sales; g
competitive; self-starter; hard worker; responsible; collegiate athletics; sales
experience

Campus Address

16361/, Highland Street

Columbus, OH 43201

(614) 555-5718

E-mail address: jackson.2495@osu.edu

Created a Web page on saving for Ilfe goals such as a home, children's education,
and www.fisher.c .2495/home.htm

Permanent Address

45 East Mulberry
Huntington, NY 11746
(516) 555-7793

Education

B.S. in Family Financial Management, June 2001, The Ohio State University,
Columbus, OH

"B" Grade Point Average

Comprehensive courses related to major provide not only the basics of family
financial management but also skills in communication, writing, speaking, small
groups, and computer modeling

Accounting I and IT

Business and Professional Writing

Computer Programming

Finance

Economics I and II

Family Resource Management

Family and Human Development

Statistics

Public Speaking

Interpersonal Communication

Sports Experience

BAAD (Buckeye Athletes Against Drugs)

Intramural Hockey Team (Division Champions, Winter 2000)
Three-year Varsity Letterman, Ohio State University, Columbus, OH
Men's NCAA Division I Lacrosse

Experience
Financial Sales Representative, Primerica Company, Columbus, OH, February
2000-present. Work with clients to plan in d specific

investments, including stocks, bonds, mutual funds, and annuities.
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Entrepreneur, Huntington, NY and Columbus OH, September 1999-January 2000.
Created a saleable product, secured financial backing, found a manufacturer,
supervised production, and sold product—12 dozen T-shirts at a $5.25 profit
each—to help pay for school expenses.

Landscape Maintenance Supervisor, Huntington, NY, Summers 1991-99. Formed
a company to cut lawns, put up fences, fertilize, garden, and paint houses. Hired,
fired, trained, motivated, and paid: friends to complete jobs.

Collector and Repairman, ACN Inc., Huntington, NY, Summers 1991-97.
Collected and counted up to $10,000 a day. Worked with technicians
troubleshooting and repairing electronic and coin mechanisms of video and pinball
games, cigarette machines, and jukeboxes. Drove company cars and trucks
throughout New York metro area to collect cash and move and repair machines.

Willing to relocate
U.S. citizen

18-5 ()
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