
Creating and Developing Your Resume 
	
Resumes	are	used	to	present	and	showcase	your	skills	and	background	to	potential	employers.	They	are	
most	often	accompanied	by	a	cover	letter,	or	letter	of	application,	which	is	an	expansion	of	the	details	
listed	on	your	resume.		
	
Along	with	the	cover	letter,	your	resume	serves	as	a	first	impression	to	an	employer;	therefore,	it	must	
be	formatted	professionally,	free	from	errors,	and	easy	to	read.	



specifications.	I	am	also	open	to	cross-training	or	assisting	in	other	editorial	areas	as,	eventually,	
I	would	like	to	expand	my	career	and	work	as	a	production	or	acquisitions	editor.	

	
Education.	For	current	students,	put	your	degree	along	with	your	major	and	include	“expected	[year].”	

Example:		
Bachelor	of	Arts,	English:	Professional	Writing	
Western	Carolina	University,	Cullowhee,	NC,	expected	May	2017	

	
Relevant	Coursework.	Select	only	courses	relevant	to	the	job	you	are	applying	for.	You	can	also	provide	
a	very	brief	description.		

Example:		



Using Active Verbs 
Active	verbs	are	parts	of	speech	used	to	express	a	physical	or	mental	action.	In	the	case	of	your	resume,	
they	are	used	to	describe	your	duties	on	the	job	or	during	an	internship.	
	



An	example	resume	is	on	the	next	page3.	Note	that	resumes	can	be	formatted	in	many	different	ways,	
and	the	following	resume	is	only	one	representation.	
	
For	more	information	on	building	your	resume,	contact	the	director	of	the	Professional	Writing	Program	
or	WCU’s	Career	Services.	

																																																								
3	The	example	of	a	resume	is	taken	from	Martinez,	D.,	Peterson,	T.,	Wells,	C.,	Hannigan,	C.,	&	Stevenson,	C.	(2008).		
Technical	writing:		A	comprehensive	resource	for	technical	writers	at	all	levels.		New	York:	Kaplan	Publishing,	Inc.	



MEGAN	E.	HENDRIX	
5555	Indian	Echo	Terrace,	Peyton,	CO	80831	
(555)	555-5555,	emailaddress@ngms.com	

	
	

EMPLOYMENT	OBJECTIVE	
To	work	full-time	as	a	developmental	or	substantive	editor	in	a	science	or	engineering	textbook	division	
of	a	major	publishing	company.	(Notice	how	the	employment	objective	is	geared	to	a	particular	
position.)	
	

EDUCATION	
	

Master	of	Arts,	English	
New	Mexico	State	University,	1993	
	
Bachelor	of	Science,	Science	
New	Mexico	State	University,	1991	
	

PROFESSIONAL	WORK	HISTORY	
	

Technical	Writer,	Northrop	Grumman	Mission	Systems,	Colorado	Springs,	CO,	July	2001	to	present	
	
Managed	all	project	documentation.	Responsibilities	included:	technical	editing,	managing	online	
collaborative	writing	projects,	synthesizing	information	into	one	comprehensive	document,	reviewing	all	
documentation	for	correctness	in	language,	format,	and	standards.	Aided	in	the	design	and	
implementation	of	an	electronic	document	management	system,	and	managed	the	collection	and	



	
Instructor	of	Technical	Writing,	University	of	Texas	at	El	Paso,	El	Paso,	TX,	1993	to	1998	
	
Designed	a	series	of	assignments	for	practicing	basic	technical	communication	skills	and	preparing	full-
length	proposals.	Students	were	encouraged	to	choose	community	topics	for	a	service-learning	
experience	in	this	course.	
	

PUBLICATIONS	
	
I	have	been	a	book	reviewer	since	2005.	During	that	time,	I	have	written	approximately	15	reviews.	The	
following	are	examples	of	my	most	current	reviews.		
	
Hendrix,	M.	2006.	Beyond	e


