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RESUME WRITING
A resume is a personalized marketing tool that showcases your 
education, experiences, skills, and accomplishments. Your resume 





Resume: Used for Employment
A resume is a concise document typically no longer than one page. 



Paws T� Catamount
��� Memorial Drive Suite #����� Cullowhee� NC �����

Paws�@catamount�wcu�edu � ����� ��������

EDUCATION
Western Carolina University Cullowhee� NC
Bachelor of Science in Sociology Anticipated May ����

Winston�Salem Regional High School Winston�Salem� NC

EXPERIENCE
Subway Mocksville� NC
Sandwich Artist February �����August ����

� Provided excellent customer service to all guests by providing a warm greeting and engaging customers in conversations
� Ensured safety and sanitation in all food areas
� Addressed guests needs and provided allergy and nutrition information when needed
� Responsible for all end�of�shift tasks and cash register reconciliation

Food Lion Mocksville� NC
Cashier Summers ���������

� Developed reputation for prompt and friendly service
� Operated cash register� ensured accurate cash drawer� maintained clean and e�cient checkout line
� Provided information on products� sales� and store policies

ACTIVITIES
DegreePlus Program August �����Present

� 



PAWS CATAMOUNT
��� Catamount Lane  �  Cullowhee� NC �����  �  paws�@catamount�wcu�edu  �  ������������

Education
Western Carolina University  Cullowhee, NC
Bachelor of Science in Criminal Justice 







PAWS CATAMOUNT
��� Western Drive� Waynesville� NC ����� � ������������ � PTCatamount@gmail�com 

EDUCATION
Bachelor of Science in Business Administration in Computer Information Systems December ���� 
Western Carolina University Cullowhee� NC 

KEY SKILLS 

RELEVANT COURSEWORK
 
 

INFORMATION TECHNOLOGY EXPERIENCE
Clinical & Business Analytics Intern  Summer ����
Mission Health Asheville� NC

 � Assisted in building analytical tools documenting data processes and information needed to meet the measurement 
and analytics needs of Mission Health 

 � Delivered documents and artifacts to the design� development� implementation� and maintenance of information 
systems used in the delivery of care within a program and support service

 � Developed analytic tools to measure the impact of improvement initiatives on processes and outcomes
 � Presented and co�presented information on analytic tools to demonstrate uses of new systems and answer basic 

guidance questions
Information Technology Intern Summer ���� 
City of Fayetteville Fayetteville� NC

 � Performed routine Tier I installation� operation� and maintenance of the City’s desktop  hardware and software 





Paws T� Catamount
��� Western Lane
Cullowhee� NC �����

October �� ����

Jane Smith
Internship Coordinator
Allegion
����� N� Pennsylvania Street
Carmel� IN �����

Dear  Ms� Smith�

I would like to apply to your summer internship for engineering students in ����� I was made aware of 
this opportunity through the company’s website� as I searched for internship opportunities that would 
allow me to utilize my training in mechanical engineering while continuing to grow as a professional in 
this �eld�

I am currently working towards my Bachelor of Science degree in Mechanical Engineering at Western 
Carolina Universiy� I am also a member of the Honors College for which I am conducting an independent 
research project in understanding Matlab and its applications to Mechanical Engineering�

My academic program at the university strongly emphasizes preparation to enter into the professional 
workplace� Our curriculum consists of many projects that are collaborative� involve practicing accurate 
documentation of work� and end with a presentation in front of colleagues and peers� Additionally� I 
have been an active participant in DegreePlus� a campus�wide program designed to teach transferable 
skills� As a participant� I focused on growing my professionalism and leadership skills by participating 
in workshops and events on campus focused in these areas� With this in mind� I have come to seek an 
internship at Allegion in order to utilize these skills in a workplace context�

I am eager to learn about new technologies currently being developed in the workplace� and I feel that 
there is no better place to do that than an internship position with Allegion� Security is a rapidly changing 
�eld and I believe I will gain the skills necessary in order to compete in the workforce�

I am very grateful you are considering my application for your internship position� If you have any 
questions� you can contact me at ����� ��������� You can also reach me at my email at paws�@ 
catamount�wcu�edu� Thank you for your consideration�

Sincerely�

Paws Catamount
 

��   Center for Career and Professional Development



��� Catamount Lane
Asheville� NC ����� 

November ��� ����

Fellowship Selection Committee
Made�up Fellowship Program
�� Palace Way
Durham� NC �����

Dear Fellowship Selection Committee


I am a student at Western Carolina University in the master’s program for Clinical Mental Health 
Counseling and I am writing to apply for the ���� Minority Fellowship Program� I am a Latina female 
with strong work values� and I am committed and passionate about making a di�erence in the lives of 
underserved minority groups�

From the time I lived in Peru until now� I have always wanted to make a di�erence in someone else’s 
life� After I moved to the United States in ����� I had the opportunity to start discovering my passion 
and uncovering the steps to what is now my profession� In ����� I was assigned the position of youth 
group leader� This role o�ered me the opportunity to gain extensive leadership experience and advocacy� 
I started working with young Latinas who were struggling with transitioning to a new country� My 
approach focused on o�ering hope and developing healthier ways to face depression� discrimination� and 
acculturation� I became very active in the Latin community in Asheville and realized the immense need 
for mental health programs� This prompted me to further my education and to earn a degree in clinical 
counseling�

In ����� I had the opportunity to do my practicum from graduate school at Jackson County Health 
Department where I was able to experience the work of integrated care� On one occasion� my supervisor 
and I developed a workshop to bring awareness about working with Latino clients and how to best serve 
them in the health department� Currently� I am participating in an internship at Angel Family Services� 
one of the few agencies that o�er services for Spanish speaking clients in Asheville� Angel Family 
Services o�ers outpatient therapy to children� adolescents� and adults who are in desperate need for 
mental health services� This opportunity has allowed me to gain extensive knowledge and insight on 
how to best serve the fastest growing minority population 	 Latinos� My internship has reassured my 
passion for working with underserved populations and has lead me to pursue employment in agencies 
that focus on serving minority groups� particularly the youth�

I believe that I would be the ideal candidate for the ���� Minority Fellowship Program� I believe 
that my personal experience transitioning to a new country� as well as my experience helping others 
transition� will be an asset as I work with minority youth and provide mental health services� I believe 
that all people� regardless of culture or language� should have access to the care they need and I look 



Looking for a job can be within itself a full-time job. Job searching 
can often feel overwhelming and students often do not know 
where to start. Below you will see outlines for several starting 
points to get your job search underway.

JobCat2.0: JobCat 2.0 is WCU’s job searching database. JobCat 
2.0 allows you to search on-campus, locally, regionally, and 
nationally. This source is a great first step for students to begin the 
job searching process.

Career Fairs: The Center for Career and Professional 
Development hosts career fairs each semester. Additionally, other 



“

“

“

An elevator pitch is a short, prepared speech that explains who you are and what you 
do in a clear and succinct manner. Elevator pitches are intended to spark an interest, be 
memorable, and should last roughly 30 seconds.

Creating an elevator pitch can be done in several easy steps:





Following Up After an Interview
Following up with an employer after the interview is a critical step 
in the interview process. Knowing the hiring timeline and when 
a decision should be made will give you guidance for when you 
should reach out to an employer. Additionally, within 24 -48 hours 
you should send the employer a thank you email. This is your last 
opportunity to make an impression on the employer. Use this 
note to highlight or summarize how your skills connect to a key 
component of the position. If you interview with multiple people 
make sure to send each person individualized thank you e-mails. 
Some applicants choose to send a hand-written thank you  
note instead.

What an Employer Cannot Ask:
Federal and state laws prohibit employers from asking certain 
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