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THE PURPOSE OF A RESUME 

 
 
Most students’ reaction to starting a resume is sheer panic!  We understand this, and have 
prepared this Guidebook to help ease your fears and concerns. 
 
A resume is a way to show an employer what you have accomplished in the way of your 
education, work history, honors and awards, extra-curricular activities, and community service. 
Your resume highlights other types of skills as well, such as leadership, computer, and 
communication skills. 
 

 Your Goal: To search for a job while showcasing which skills and qualifications you have 
to offer employers.  

 

 Employer’s Goal: To find a person with the right skills to fill a particular job opening.  
The employer will review all available resumes, comparing the qualifications of all 
candidates with the job’s requirements, in order to find the right candidate. 

 
Both goals – yours and the employer’s – are achieved when you submit your resume to the 
employer.  Your goal is to locate employers and inform them of your qualifications.  The 
employer’s goal is to fill the position with a suitable candidate.   
 

*********** 
 
The purpose of your resume, then, is to give the employer written evidence of your qualifications. 
 
Your completed resume presents to the employer how your qualifications fit the requirements 
of the job in which you are interested. 
 

The Bottom Line? 
 
Your resume sells the employer on granting you an interview - the interview gets you the job!  
 

One Last Question…What is a C.V.? 
 
What is a C.V. or Curriculum Vitae, and how is it different from a resume? Unlike a 
resume, which is used for job seekers in business and industry, a CV is for job seekers with 
extensive academic and professional credentials applying for any of the following: academic or 
research positions, grant proposals, speaking engagements, admission to graduate school, 
professional association acceptance, or leadership positions. It is detailed, lengthy (sometimes 
as long as twenty pages), and features a structured listing of education, publications, projects, 
awards and work history.      
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CREATING A PROFESSIONAL RESUME 

 
 

A few quick thoughts before you begin: 
 

 A resume used to attain an internship or a professional summer job will look much 
different than a resume created upon graduation for the professional world. 

 Making an impression on the employer takes about 15 seconds. 
 Attempt to keep the resume as concise as possible, depending on your major, 

experience, and activities. 
 Stay focused on your skills, and use action phrases to define your job responsibilities    

(see sample Power Words on pages 6-7). 

 Appearance is essential!  Proper spacing, margins, and headings display professionalism. 
 Make sure all words are spelled correctly. 
 Keep it formal.  Spell out all words.  Use high-quality printing paper. 
 Be certain all information is accurate; Never lie or stretch the truth on your resume. 
 Use a resume format that is professional and comfortable for you. 

See Sample Resumes starting on page 41 

 
HEADING 
 
Begin at the beginning!  Employers want to know who you are.  For the heading: 
 

 Your name gets centered at the top of the page (avoid using a nickname). 
 List your temporary or campus address, e-mail, and phone number at the left margin, and 

your permanent or home address, e-mail, and phone number toward the right margin. 
 If you have just one address, center it under your name. 

 
 
QUALIFICATIONS PROFILE 
 
You’ll complete this section when you are almost finished with your education – usually during 
the last semester of your graduating year.  You will review your various Misericordia University 
experiences in order to focus on the special skills and qualifications you acquired.  Experiences 
you will review include such activities as leadership, teaching, community service, marketing or 
business strategies, sports activities, public speaking, theater, work study, patient care, 
internships, summer or part-time jobs, child care, research projects, healthcare administration, 
or technology.  You’ll then consolidate the information into a “skills-oriented” set of phrases 
(See page 8 for more in-depth information). 

 
 
OBJECTIVE 
Clearly indicate: (1) The type of job you are looking for, such as a summer internship, a 
           part-time job, a full-time position in your field 
  
      (2) The specific job title if known 
 
      (3) The work setting, such as a publishing firm, a school, or rehabilitation                
                             hospital  
 
      (4) Your own personal skills such as group facilitation, communication or        
                             listening skills. 
Note: If you state your objective in your cover letter, you may omit the Objective from your resume. 
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EDUCATION 
 
The first line should include – in bold - the degree you are completing, along with any minors, 
certifications, or specializations.  Then - removing the bold - list the full college name, the city 
and state and pending graduation date.  You can also include your GPA (if above a 3.0), any 
relevant research, published works, or other experience related accomplishments.  
 
 
EMPLOYMENT AND/OR PROFESSIONAL EXPERIENCE 
 
This section should begin with your current (or most recent) employment, and can include 
full-time, part-time, temporary, or community service.  You can use any job market preparatory 
experience at college, such as work study, tutoring, resident assistant, as well as internships, 
field work, or clinical experiences. 
 
Start by listing – in bold – the title of your most recent job.  Then – removing the bold – add in 
the employer, city and state, and the dates of employment.  Next, outline your job 
responsibilities for the job (see sample Power Words on pages 6-7). 
 
 
OTHER CATEGORIES 
 
You can choose other types of categories, such as academic honors, scholarships, leadership, 
sports awards, community service, certifications or licensure, military activities, student 
organizations, any publications or class presentations, computer/technology training, second 
language, and research and master’s thesis projects. 
 
 
REFERENCES 
 
References are people who can verify your school accomplishments and/or your work ethics.   
Select 3-4 references such as previous employers, internship supervisors, college professors or 
advisors, or work study supervisors who can speak highly of you to potential employers. 
You should contact each reference in advance and ask for a letter of recommendation.  In 
addition, giving them a copy of your resume will help when employers call them for information. 
Make a complete list of references on a separate page, with each person’s name, title, 
employer, city and state, and daytime phone number. 
 
Note: There is a recent trend in resume writing to omit the statement “References – Available 
upon Request,” as many believe it is stating the obvious, not to mention superfluous. The 
choice is up to you. But if you should choose to omit it, remember that you are still required to 
have 3-4 references who can speak positively on your behalf as is mentioned above. 
 
See Appendix C for Sample Resumes               See Appendix D for a Sample Reference Page 
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USING EFFECTIVE "Power" WORDS 

 
 
The purpose of using power words on your resume and in your cover letter is to identify skills 
you have acquired. The following “sentence starters” should get you started in describing work 
you have done. Select words that exactly describe what you want employers to know about 
you. Circle all that apply to you: 
 
Accomplished 
Accurately 
Achieved 
Acted as 
Activated 
Actively 
Acquired 
Adapted 
Administered programs 
Advanced 
Advised 
Allocated  
Analyzed data 
Anticipated 
Applied 
Appointed 
Approved projects 
Arranged 
Assessed 
Assigned 
Assisted 
Associated 
Assured 
Attended 
Audited 
Authored 
Avoided 
Awarded 
Bargained 
Began 
Budgeted 
Built  
Briefed work teams  
Cared for 
Carried out 
Changed 
Charged with 
Chosen 
Clarified 
Closed  
Coached teenagers  
Collaborated 
Combined 

Commanded 
Commended by 
Communicated 
Compiled statistics 
Completed 
Completely 
Composed 
Conceived 
Conciliated 
Concluded 
Condensed  
Conducted experiments 
Confirmed 
Consistently 
Consulted with 
Contacted 
Continually 
Contributed 
Controlled 
Converted 
Convinced  
Coordinated events  
Counseled students  
Created workshop 
Cut costs 
Cut time 
Dealt with customers 
Decreased 
Defined 
Delegated work 
Delivered  
Demonstrated 
Designed programs 
Determined  
Developed  
Devised  
Diagnosed patients 
Diplomatically 
Directed 
Discovered 
Distributed 
Doubled 
Drove 

Earned 
Economically 
Edited articles 
Educated  
Effected 
Effectively 
Efficiently 
Elevated 
Eliminated 
Emphasized 
Employed 
Enabled 
Enhanced 
Encouraged 
Escalated 
Established goals 
Estimated  
Evaluated products 
Exceeded 
Executed 
Expanded roles  
Expedited 
Experience in 
Expressed 
Extended 
Facilitated projects 
Familiar with 
Focused 
Followed through 
Formatted 
Formed  
Formulated experiments 
Functioned as 
Gained  
Gathered information  
Generated ideas  
Guided groups 
Handled emergencies 
Have ability to 
Headed 
Held 
Helped 
Hired 

Honored by 
Identified   
Illustrated points 
Impacted   
Implemented 
     ideas   
Improved sales   
Improvised 
Inaugurated 
Incorporated 
Increased 
Independently 
Indoctrinated 
Influenced 
Initiated 
Instituted 
Installed 
Instructed 
Instrumental in 
Insured 
Integrated 
Intelligent 
Interpreted 
     languages   
Interviewed 
     applicants 
Invented   
Investigated 
     concerns 
Involved with 
Isolated 
Issued 
Jointly 
Justified 
Knowledge of 
Launched 
Lectured 
Led 
Made 
Maintained 
Managed 
Mapped 
Marketed 
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Maximized 
Mentored 
Met 
Minimized 
Modernized 
Monitored 
Motivated 
Negotiated 
Nominated   
Notified clients 
Nourished 
Obtained 
Observed  
    behavior 
Operated 
Organized meetings    
    /attendees & projects 
Oriented 
Outlined 
Overcame 
Overhauled 
Participated 
Perfected 
Performed 
Persuaded patients 
Pioneered 
Planned various activities 
Played vital part 
Practiced 
Praised for 
Predicted 
Prepared 
Presented ideas 
 
 
 
 
 

Prevented 
Priced 
Problem-solved issues 
Processed 
Procured 
Produced 
Proficient in 
Profitability 
Programmed computers 
Projected 
Promoted 
Proposed initiatives 
Prospected 
Proven record of 
Provided counseling 
Published 
Purchased 
Put together 
Qualified 
Quickly 
Raised 
Ran 
Rapidly 
Realized 
Received 
Recognized 
Recommended changes 
Recruited students 
Reduced overhead costs 
Regularly 
Rehabilitated patients 
Removed 
Reorganized timelines 
 
 

Reported 
Required to 
Researched statistics 
Resolved 
Retained 
Reversed 
Reviewed proposals 
Revised 
Revitalized 
Rose from 
Saved 
Scheduled appointments 
Secured 
Selected 
Sent to 
Served as 
Serviced 
Set up 
Shared 
Shortened 
Simplified 
Skillfully 
Smoothed 
Sold projects/services 
Solely 
Solved problems 
Specialized 
Spoke 
Started 
Stimulated 
Studied 
Substantially 
Substantiated 
 

Succeeded 
Successfully 
Summarized 
Supervised new 
     students 
Supported 
Surveyed 
Synchronized 
Tackled 
Taught 
Tested 
Thoroughly 
Took over 
Toured 
Trained new 
     employees 
Traveled 
Tripled 
Troubleshot 
Tutored 
     students 
Updated 
     manuals 
Used 
Utilized 
Verified 
Won 
Worked on 
Wrote  
  articles/reports 
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DEVELOPING A PERSONAL “QUALIFICATIONS PROFILE” 

 
If a hiring manager chose to read only one section of your resume, this would be it! Also known 
as a Professional Summary, this is a 3 to 4 sentence “sales pitch” that should grab the attention 
of the employer by highlighting your skills, values, interests, professional achievements, and 
outcomes.  
 
Usually completed near the end of your education, the Qualifications Profile is a great place to 
include information stated in the job description such as keywords and job requirements. This is 
especially important since your resume may only get five seconds of the hiring manager’s 
attention or if you are applying at a large company which can receive up to 2,000 resumes a 
day. This is also crucial when you are submitting a resume online where it will be subject to an 
electronic word-scan.  
  
The Qualifications Profile can be written as 3-4 sentences or as a bulleted list and is sometimes 
easier to create after writing the rest of your resume. Regardless of when it is written, you will 
need to re-work it for each position you pursue.  
 
Not sure how to go about creating one? Try these tips below to help inspire you: 
 Ask co-workers, friends, or family members what they feel are your strongest and best 

professional qualities. Write them down and notice if you see any patterns in what they 
say. 

 One of the challenges of writing your Qualifications Profile can be remembering what you 
have actually done in the past. Some people find that looking at a list of power words can 
spark their memory, so use the list of power words on pages 6-7 to do just that; jot down 
the words that apply to your experiences and use those when constructing your profile.  

 Finally, as mentioned above, save this section until after you have created the rest of your 
resume. That way, you will have your best, most applicable experiences fresh in your mind!  

 Check out these five examples below: 
 
EXAMPLES 
 

Business professional with international experience and an entrepreneurial orientation. Proven skills in 
management, business plan development, and marketing. Specializes in sports and sports related 

management in both private and non-profit sectors and marketing in non-profit sector. 
 

 Highly self-motivated, go-getter with 2+ years of writing and publishing experience.  

 Published article in Redbook Magazine (circulation 25,000) junior year of college. 

 3-years copy editing and fact-checking experience for team of 20 writers. 

 Led staff of 20 writers to meet 5-day deadline for 12-page special edition of college newspaper. 

 

Ambitious, career-oriented, self-starter searching for rapid growth. Team player with great people skills, 
excellent communication, and follow through. Strong problem solving skills with the ability to handle 

multiple, competing priorities. Craves high energy environment.   

 
Clinical and academic experience in the evaluation, intervention, and care planning of patients with 

neurological, musculoskeletal, neuromuscular, cardiopulmonary, and multi-system diagnosis. 
 
Experience in the following:  Rational Requisite Pro  Actuate Reporting Designer 6.0, 7.0  MS SQL 

Server 2000  Core Hardware/Operating Systems  Graphic/Digital Imaging - Adobe PhotoShop 7.0, 

Adobe ImageReady 7.0, Maya 6.0  Web Server Development - Apache, WSFTP  Web Designing - HTML, 

PHP & MySQL, Macromedia Flash MX 2004, Macromedia Director MX 2004, Action Script  E-commerce  

Networking  Lotus Notes 
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WRITING INTRIGUING COVER LETTERS 

 
The Purpose of a Cover Letter 
 
A cover letter is very important, if not as important as a resume. While a cover letter provides 
additional information to the employer about your resume, employers will often use a cover 
letter to judge whether you are an effective communicator, pay attention to detail, and possess 
sufficient writing skills.  
 
Like your resume, a cover letter should use key words and be customized to each position you 
are pursuing. It should convey that you have researched the company to which you are sending 
it, and it should be proof-read over and over by yourself and others so that there are no 
spelling or grammatical errors.  
 
Again, the importance of a cover letter cannot be stressed enough; in a survey of 150 
executives from the nation’s 1,000 largest companies, 60 percent of those responding said the 
cover letter is either as important as or more important than the resume.  
 
 
Start with a Contact Person 
 
You may see a posting for a position in the want ads of a newspaper, on a web site, or in the 
Insalaco Center for Career Development office.  Or, you may have spoken to someone who 
thinks a position may be available.  Or, you may simply like the company and wish to apply. 
 
It is best to address your letter to a particular person, so be sure to address your cover letter to 
the “contact person” mentioned by the job advertisement, web site, or person who referred you 
to the position.  However, if a name is not available, you can always try calling the company 
itself (try the Human Resources Department or reception staff) and ask for a name (and proper 
spelling).   
 
 
The Salutation to the Contact Person 
 
If you absolutely cannot find the name of a contact person, you may use “Dear Hiring 
Manager,” “Dear Search Committee” or the like. “To Whom It May Concern” and “Dear Sir or 
Madam” may be perceived as passé or generic in today’s job market, but they are acceptable as 
well.     
 
Overall Format 
 
You should use business format for your cover letter. Everything should be flushed left with 
one-inch margins all around.  
 
First provide your own address (sans your name), then skip a line and provide the date. Skip a 
line again and provide the name, title and address of the contact person. Avoid using 
abbreviations if possible, and if you are using letterhead that already displays your address, do 
not repeat that information; just begin with the date.  
 
Skip a line before the salutation and follow it with a colon. Skip a line to begin your first 
paragraph, and skip one line between your paragraphs. After the last paragraph, skip a line and 
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write your salutation (usually Sincerely, or Yours Truly,) followed by a comma, then skip three 
lines and type your name. Use a black pen to sign in the space above your name.  
 
 
The 1st Paragraph 
 
This is your opening paragraph where you want to state why you are writing. Identify the 
position for which you are applying, and mention how you heard about this position. You also 
want to mention why you are interested in this job. 
 
 
The 2nd and 3rd Paragraphs 
 
In this section, be sure to give some idea of who you are (i.e. senior business student at 
Misericordia University, an intern at your clinic). Specifically explain why you are interested in 
this position/type of job and company. Identify one or two of the strongest points on your 
resume and be sure to relate how these strong points are significant to the job you are seeking.  
 
Additionally, show how your education and experience fit the requirements of the position by 
using examples from your resume and let them know what you can contribute to the 
organization. Finally, you should mention your graduation date in this section, so they are 
aware of when you will be available to start.         
 
 
In Closing 
 
The employer's time is valuable!  Always express your appreciation for the time they are 
spending in reviewing your resume.  Be sure to politely request an interview with them and 
refer them to your resume and/or any other enclosed documents. Let them know that you look 
forward to hearing from them in the future and how you can be reached – include your phone 
number and a time they can reach you to further discuss your qualifications.  
 
Then, beneath your signature, type your name and “Enclosure” to alert them that your resume 
accompanies your letter. 
 
Enclose your resume, but not your References page, unless specifically requested. 
 
 

See Appendix B for Sample Cover Letters. 
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JOB/INTERNSHIP SEARCH 

 
Looking for a job/internship can be a full-time occupation. It’s not something you do a little 
today and some more next week.  If you want a good job/internship, you have to work at 
getting it.  Plan to work every day by researching, talking, networking, thinking, reading, 
mailing, calling, interviewing, following-up, and deciding.  Use all of the resources available to 
you:  faculty, your friends, the mail, the phone, newspapers, the Internet, and the ICCD. 
 
DETERMINE YOUR CAREER GOAL 
The first step in the job/internship search is to determine “what is your career goal?” For 
example, if you are majoring in marketing, are you interested in sales or public relations or 
advertising?  If you are a physical therapy major are you interested in working with sports 
rehabilitation or hand therapy?  Now is also the time to think about what values (family, money, 
travel) are important to you.  You will want to seek an employer with similar values.   
 
NARROW THE SEARCH TO A GEOGRAPHIC AREA 
Narrowing down the geographic area in which you would like to live can greatly help you focus 
your search.  If the area in which you are searching is too large, your search can become 
overwhelming.  The following websites can assist you in determining the best city for you: 
 
Bestplaces.net www.bestplaces.net  Profiles of 1,000 cities in 30 categories, including 
housing, cost of living, crime, education, economy, health and climate. 
 
City Link www.usacitylink.com  Links to city home pages. 
 
City Search www.citysearch.com  Links to major cities in the United States plus links to 
international cities as well.  Also links to information about movies and local events.   
 
Money Online’s Best Places to Live money.cnn.com  Online guide offers information on 300 
cities, a cost of living calculator, and a city assessment calculator that helps you choose the 
right city based on 63 factors.  (Best Places is located under the “Personal Finance” tab.) 
 
Salary.com www.salary.com  Online software tools personalized to help you get the best 
salary for your skills.  This site features a salary wizard, personalized salary reports, job 
searches, and newsletters. 
 
State and Sales Taxes www.aicpa.org/yellow/yptstax.htm  These links will take you to the 
tax revenue offices for each state.   
 
SEARCH PROCESS 
Securing a job/internship is a numbers game.  Statistically, you should expect a five to six 
percent success rate.  So, if you market yourself to 20 employers at one time, you should land 
one interview!  Marketing does not necessarily mean sending resumes.  It could also mean 
talking with friends and family or talking with employers who come on campus to recruit.  
Below is a list to help you organize your job/internship search.   
 

1. Develop an employer prospect list with contact names and addresses from organizations 
you are interested in pursuing. Call or look-up on-line the name of the person who has the 
authority to hire you.  Here are some tips for developing your list.  
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 On-campus recruiting: Visit the Insalaco Center for Career Development to find out 
which companies are coming onto campus for informational sessions and/or 
interviewing.  
 

 Network: Networking is developing professional relationships with a group of people 
to leverage as resources in your job search.  By creating this group of contacts, you 
can become known to people in your field that can provide you with advice, 
information about the field, or potential opportunities.   

o Ask family, friends, neighbors, faculty, and Misericordia staff if they know of 
any employers who hire people in your field.  Attend local professional 
association meetings to meet potential employers and network with future 
colleagues.  Join professional groups on-line through sites such as LinkedIn. 

o Contact the employers either via letter or phone call.  Be sure to let them 
know who referred you to them, the reason you are contacting them, and 
that you would like to set up a time to meet to discuss opportunities within 
the field you’ve chosen. 

o Don’t misuse these contacts!  If you set up an informational interview, do not 
try to turn it into a hiring interview.  The purpose of an informational 
interview is for you to gain answers to questions about the 
field/position/company that may help you in the direction or your search.  

o Don’t ignore any leads.  If someone in your network tells you where there is 
an opening, put that company on your contact list and go after the 
job/internship.  Act on every tip you get.  If you ignore these leads, you’re 
ignoring a possible offer.   

 

 The Internet:  There are a variety of web-sites dedicated to job/internship 
opportunities.  You should also visit the website of each company so that you can 
learn about their products, philosophy, and to check out their employment page.    
 
www.collegecentral.com/miseri   www.careerbuilder.com 
www.monster.com    www.flipdog.com 
www.nationjob.com 
     
 

 Attend Job Fairs:  This is a great way to meet a variety of employers at once.   
 

 Newspaper Help Ads:  Use the newspaper to spot which companies are “hiring”.  It 
doesn’t matter that they aren’t advertising for your particular occupation, just that 
they are hiring people.  

 

 Local Businesses:  Check the membership lists of your local Chamber of Commerce.  
 

 Trade Journals:  Most journals feature articles and advertisements by or about major 
companies.  Most also have a help-wanted section.   

 

 Temporary Agencies:  Add a few temp agencies to your list.  Often they will have 
temp-to-perm positions available.   

 

2.  Write a custom letter to each person who has the authority to hire you and ask for an 
interview.  Mail or submit your letters and resume on-line.  Be sure to research each company 
before sending in your cover letter and resume so that you can tailor the documents to the 
company and position to which you are applying.  Try to locate basic information about the 
company such as its age, service or products, competitors, mission statement, size, number of 
locations, foreign operations, assets, and earnings.   
 

http://www.collegecentral.com/
http://www.careerbuilder.com/
http://www.flipdog.com/
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3.  Allow a few days for your materials to be received.  Plan to call the company on the day 
after your cover letter and resume would arrive.  You want to verify that your resume was 
received and ask for an interview.  In the meantime, network with other potential employers, 
answer the newspaper help-wanted advertisements, and get a jump on the next opportunities 
you would like to pursue. 
    
4.  Follow-up on all applications and keep a record of the status. 
 

5.  Evaluate offers and accept one.   
 

 

INTERVIEW PREPARATION AND FOLLOW-UP 

 
 
For many of us, just the thought of going to an interview with an employer sends chills down 
our spines.  But – look at it this way – an interview is your best chance to show the employer 
your qualifications.   
 
Think - you’ve worked hard throughout the last several years of college to prepare just for this 
day.  An interview is a way you can tell the employer just how valuable you are, and just how 
you can fit into their company! 
 
Begin by considering what employers want to see and hear.  You can show that you are highly 
motivated by learning about the company before the interview, by dressing in professional, 
business attire, and by being well-mannered. 
 
How do you do that?  Preparation! 
 
Beforehand 
 
 Know the exact time and place of the interview.  Get directions.  Write it down – don’t rely 

on your memory.  Ask who will be conducting the interview.  Know how to pronounce each 
person’s name. 
 

 Arrive at least 10-15 minutes early.  This shows the employer that promptness is one of 
your values.  It also gives you time to relax before the interview. 

 
 Do a lot of research about the company.  How old is it?  What products or services does it 

provide?  Talk with people employed there, or who are familiar with it, for any insight they 
may have. Think hard about what you can offer them. 

 
 Dress appropriately.  This shows the employer that you are professional: 
 

  For Men:   Wear a dark-colored (such as navy blue, gray, brown, or pin-striped) 
business suit and tie, with either a white or pastel-colored shirt and polished 
shoes.   

 
  For Women:   Wear either a neutral-colored dress, or a dark-colored (such as 

burgundy, navy blue, or brown) business suit, with skirt or slacks, either a white 
or pastel-colored blouse, and shoes with low heels that allow you to walk with 
ease. 

   
  For both:    Be aware that the interviewer may take you for a tour of the  
  office - or the entire building! 

 



 14 

 Bring at least 5 copies of your resume on good bond paper, as well as 5 copies of your 
References Page.  It may surprise you to learn that you may be interviewed by more than 
one person.  Bring an extra copy for you to use during the interview. 

 

 Bring a pen or pencil.  Putting everything in a portfolio (a colored folder) makes you look 
professional and organized to the employer. 

 
 Bring your appointment calendar, in case the employer wants to schedule a second 

interview with you. 
 

 Know your resume!  Review your qualifications and experience, so that you are comfortable 
speaking about yourself. Practice, practice, practice! 

 
 
At the interview 
 

 Greet the employer with a smile and a handshake.  Introduce yourself by stating your full 
name, and tell them that you're pleased to be there.  This demonstrates your 
communications skills to the employer.  Be sure to maintain good eye contact.  

 

 Relax!  It's normal to be a little nervous, and employers expect it.  Rest your hands either 
on your lap or on the table with your resume.  Be aware of your body language; including 
your tone of voice and posture.  

 
 Be prepared to answer typical questions employers ask of all applicants. Try answering 

them with a career counselor or a friend at home first. 
 

 Answer questions honestly.  Concentrate on the positive aspects of any given situation. 
Remember to get your good points across to the employer.  Don't answer just by saying yes 
or no; but don't talk too much.  Employers are judging you by your reaction to questions, as 
their way of gaining knowledge about you.   

 
 If questions reflect negative aspects in your life, don't try to cover it up.  Explain the 

circumstances surrounding your answer, and tell how you solved the problem, or what you 
learned from the experience.  Remember - they are expecting you to tell success stories - 
even when the situation is not ideal. 
 

 Don’t criticize – Don’t put down previous employers, co-workers or peers.  
 

 Your strategy here is to concentrate on the job, and your ability to do it - no matter what 
the question seems to be asking.  Discuss ways you can contribute to the organization. Let 
the interviewer know you can meet a need or solve a problem.  

 

 Finally, be prepared to ask questions of the employer, specifically, what attributes they are 
seeking in an employee for the position.  This shows your interest in the company, the job 
itself, and in working for them. 

 
 
At the end of the interview 
 
Be prepared to ask follow-up questions.  You should also express an interest in what the next 
step will be: 
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 Ask the employer if they would like a copy of your References page.  Provide it to them at 
this time. 

 
 Ask when the final hiring decision will be made.  If you need to contact them, you can call 

them in a week or so.  Write it down in your appointment calendar. 
 

 End on a positive note.  Let the employer know that you are interested in the position, and 
point out why you will be a good choice to fill it. 

 

 If you are offered the job, you should feel free to request a few days for consideration of 
the offer before accepting or rejecting it. 

 

 Ask for business cards from everyone you interviewed with.  This way you will be sure you 
address your thank-you letters appropriately.   

 

 Finally - always remember to shake hands and smile, and let the employer know how much 
you appreciate the time they spent with you. 
 

 
After the interview 
 
 Make notes of what went well, and what you would like to improve. 
 

 Send a follow-up letter (called a "Thank you" letter) to the employer, thanking them for the 
time they spent with you, and expressing continued interest in working for them. 

 
 If you haven’t heard from the employer within a few weeks, you can call them to express 

continued interest in the position.   
 

 If the position was filled with another applicant, don’t sound discouraged.  Thank the 
employer again for their consideration of you.  You can also request that you be considered 
for other positions available within the company in the near future. 

 
 
Remember - someone is going to hire you!  It might be the person you just talked with! 
 
 

 
 

Review Appendix A for Questions to Ask The Employer 
  

See Appendix B for Sample Letters 
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DISCLOSING A DISABILITY 

 
 

Under the Americans with Disabilities Act (ADA), people with disabilities are not obligated to 
disclose their disability unless it is likely to directly affect their job performance. Some 
companies and organizations have job and/or internship programs that specifically seek 
students with disabilities. If you apply for a position through one of these programs, you will 
need to disclose your disability in order to qualify.  
Rules for a good disclosure: 

1. Script your disclosure. Prepare for what you might disclose: Examine your feelings about 

your disability; how comfortable you are with discussing it; identify accommodations you 

may need; and weigh the advantages and disadvantages of disclosing your disability.  

2. Rehearse your disclosure script. 

3. Avoid being too detailed. The interviewer wants to know 3 things: will you be there; can 

you do the job as well or better than anyone else; will you be of value to the company? 

4. Be positive about your skills and abilities.  

What to include in a disclosure:  
1. General information about your disability. 

2. The effect of your disability, both positive and negative, on job performance.  

3. The types of accommodations used in the past. 

4. Suggested or anticipated accommodations.  

Timing your disclosure: *Keep in mind that some potential employers will be comfortable with 
your disability disclosure and some won’t. What is more important is that you conduct an 
effective job search and find positions and employers that are a good fit for you. 
 

1. Resume/Cover Letter – There is rarely a reason to disclose your disability this early 

unless the disability may be an asset to the position. The resume and cover letter should 

focus on and highlight your relevant skills and experiences.  

2. Pre-Interview – If you have a visible disability or need accommodations for the 

interview, then discuss your disability prior to the interview so that the interviewer is 

prepared.  

3. The Interview – Briefly discuss your disability and assure the interviewer that it will not 

negatively affect your job performance, especially with proper accommodations. Be 

prepared to answer any questions, and provide examples of how you have already 

performed many functions of the job. Focus on competency. 

4. After being offered the job – Discuss it prior to your start date to ensure 

accommodations are made prior to your arrival. 

5. During the course of employment – If you underestimated your need for 

accommodation, ask for accommodations before your work performance is affected.  

6. You may decide that disclosure is not necessary. Be sure you can perform the essential 

functions of the position before accepting it.  
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ACCEPTING OR DECLINING A JOB OFFER 

 
 

 When an employer hires you, you will be notified either by telephone or by mail.  It is 
important that you verify with the employer their job offer to you by telephone and with 
a letter accepting or declining the job. 

 

 An employer may send you a letter of rejection if they choose another candidate.  In 
this case, it is still important that you send a letter acknowledging that decision, and 
requesting that the employer keep your resume under consideration, should another 
position become available in the near future with their company. 
 

 Some employers may require you to sign a contract when accepting a job offer.  This 
confirmation is often legally binding.  Be sure to read the contract carefully.  If there is 
anything that you do not understand, do not hesitate to ask questions.  Do not review 
the contract alone.  A trusted friend or relative may notice something you overlooked. 
 

 If you are not required to sign a contract, be sure to follow up your verbal acceptance 
with a letter stating information about the job such as job title, location, start date, 
salary, and benefits. 

 
 
 
 

See Appendix B for Sample Letters 
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COMMON QUESTIONS EMPLOYERS ASK DURING INTERVIEWS          
(and what they mean) 

 
 Tell me about yourself. 

This is the time to expand on your resume.  Consider explaining to the employer how your college 
education and internship experience has prepared you for the job for which you are applying. 

 
 Why do you want to work for this company? 

Review with the employer some of the reasons you believe this company would be the best place to 
apply the skills you have acquired. 
 

 Why did you choose this career? 
 
 What are the most important rewards you expect from your career? 

You can mention how your background or events in your life have sparked an interest in the job for 

which you are applying. 
 

 What are your long-term goals?  Short-term goals? 
Discuss your future employment plans; for example - returning to school for a graduate degree, 
managing a department, or advancing to a higher level in the organization.  
 

 Why should I hire you? 
Talk about how your education, experience, skills and qualifications makes you the best choice for the 

job.  Give some examples from your work experience, college internships, or club activities. 
 
 What is your major strength? 
 
 Describe yourself in three adjectives. 

Give examples on your best characteristics, and make it job-related. 
 

 What is your major weakness? 
Here, you can mention that you have a lot to learn. You can also cite a difficult situation you had to 
face or a mistake you have made in the past. Just be sure to follow it up with a positive outcome such 

as the specific skills you gained from facing the situation or the valuable lessons you learned from the 

mistake that can be applied to your future career.  
 

 Describe your work style.  Describe your leadership style. 

 How would you handle a disagreement with a boss or co-worker? 

 Tell me about a recent problem you encountered, and how you handled it. 

 How do you think a friend or professor who knows you well would describe you? 

 Are you a team player, or an individualist?  Have you dealt with difficult people? 
 
 Describe a contribution you made in a recent job or internship. 

Employers want to know if you can work under pressure – and if you know when to ask for help.  For 
each of these questions, this is where you can explain to the employer how well you work with others 

– supervisors, team members, clients, or patients.  If a conflict, tell how you resolved it, using 

specific examples from such areas as your campus or personal experience, internship, clinical 
experience, or field work. 
 

 Would you be willing to relocate? 
This is not always a yes or no question.  Let the employer know if you are willing to relocate to 

another area of the country, or how far from home you are willing to travel. 
 

 What salary do you expect? 
This is where your ability to negotiate comes in.  Should the employer bring up this question, let 
them know a range in salary you are willing to accept, based on current labor market information and 

the job for which you are applying.  Ask also if there is a chance of an increase in salary with future 
evaluations of you once you are hired. 

 
 Is there anything on your resume you would like to discuss that has not been covered? 

At this time, you will be able to mention items on your resume which you believe are important for 

your consideration for the job.  Talk about your leadership activities, for example. 
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QUESTIONS TO ASK THE EMPLOYER 

 
 

An interview is a two-way conversation - between the employer and you!  You need to learn more about 

the position to determine whether or not you want the job. 
 

Employers are impressed with questions that reflect interest in knowing more about the company or the 
position being discussed.  Some questions you can discuss with the employer to successfully determine if 

this job is for you are listed below. 

 
 

 What are the job requirements? 

 What are you looking for in the person who will fill this job? 

 What are the normal work hours? 

 What training programs are offered? 

 What is the evaluation procedure?  How often can I expect to be evaluated? 

 What advancement opportunities are available within the company? 

 To whom would I report?  Is it possible to meet this person? 

 What is the greatest challenge of this position? 

 Does the company have plans for new products or services? 

 

 
 

 

You might notice that, unless the employer brings it up, questions about salary and benefits 
should not be asked of employers during the first interview. 

 
 

Your focus should be on the company and what you can do for it, not what it will pay you.  
The salary range may be given when you first inquire about the job, and benefits 
information will be available from the Human Resources Department.  Once you have 
been offered the job, you can discuss and negotiate salary and benefits. 
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Behavioral Interviewing / Questions List 
 
 

WWhhaatt  iiss  Behavioral Interviewing is a new style of interviewing  

BBeehhaavviioorraall  that more and more organizations are using in their   

IInntteerrvviieewwiinngg??  hiring process.  The basic premise behind behavioral 
   interviewing is this: the most accurate predictor of future 
   performance is past performance in a similar situation.  It 
   focuses on experiences, behaviors, knowledge, skills and 
   abilities that are job related.  Traditional interviewing  
   is much more probing and works very differently. 
 

CCrriittiiccaall  PPooiinnttss Employers predetermine which skills are necessary for 

AAbboouutt  BBeehhaavviioorraall the job for which they are looking and then ask very 

IInntteerrvviieewwiinngg  pointed questions to determine if the candidate possesses 
   those skills.  To assess which skills the employer seeks,  

review employer literature, speak with alumni, family  
and friends who work for the employers, and listen  
carefully during the organization’s information session. 
 
 

Preparing for a behavioral interview will give you an advantage even if the interviewer is not 
utilizing the behavioral interview process.  We recommend using the STAR Method when 
formulating your answers to help you include the most important aspect and positive results of 
your experiences. 
 
 

SSTTAARR  MMeetthhoodd  
 

Situation: give an example of a situation you were involved in that resulted in a  
    positive outcome 

 
Task:      describe the tasks involved in that situation 
 
Action:     talk about the various actions involved in the situation’s task 
 
Results:   what results followed because of your actions 

 
 
Interview Questions 
 

1. Describe a situation in which you were able to use persuasion to successfully convince  
someone to see things your way. 

 
2. Describe an instance when you had to think on your feet to remove yourself from a  

situation. 
 

3. By providing examples, convince me that you can adapt to a wide variety of people,  
situations and environments. 

 
4. Give me a specific occasion in which you conformed to a policy with which you did not 

agree. 
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Interview Questions (continued) 
 
5. Give me an example of an important goal which you set in the past and tell me about 

your success reaching it. 
 
6. Tell me about a time when you had to go above and beyond the call of duty in order to get 

the job done. 
 
7. What is your typical way of dealing with conflict?  Give an example. 
 
8. Tell me about a time when you delegated a project effectively. 
 
9. Tell me about a time when you missed an obvious solution to a problem. 
 
10. Describe a time when you anticipated potential problems and developed preventative  

measures. 
 
11. Tell me about a time when you were forced to make an unpopular decision. 
 
12. Describe the biggest challenge you’ve had in your last job, internship, or field placement and 

how you handled it. 
 
13. Tell me about a situation when you had to learn something new in a short time.  How did 

you do this? 
 
14. Give us an example of a situation in which you had to use your leadership skills.  How would 

you describe your leadership style? 
 
15. Summarize a situation where you had to generate a new idea or suggestion at work or 

school and tell me about how you got this idea implemented. 
 
16. How have you most constructively dealt with disappointment and turned it into a  

learning experience? 
 
17. Describe a situation where you had to work with a difficult boss, professor or other  

person.  How did you successfully interact with this person? 
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SALARY NEGOTIATION 

Most new graduates find that talking about salary is one of the most uncomfortable things 
about the interviewing process. But it doesn’t have to be. As long as you know how and when 
to approach the topic of money, you’ll be ready for when the question inevitably comes up: 
How much are you looking for?    

When to talk about salary?  

Most career advisors suggest that you steer clear of salary talk until after you have received a 
job offer; this is generally the case in most situations especially if you are new to your career or 
are in a really competitive job market. That way, once you have sold the employer on your 
qualifications, you are in a better position to talk money. 

The other belief is that you should ask what the salary range is for a position right up front so 
that you don’t waste your (or the interviewer’s) time if the range is too low. This is usually only 
the case if you are accomplished in your career field and have many years in that field under 
your belt; you know what your minimum worth is and do not wish to go below a certain level.  

How much money should I ask for? 

Believe it or not, employers want you to receive an equitable salary. After all, they are spending 
thousands of dollars to recruit and train you; it just isn’t in their best financial interest for you to 
quit after a year because you cannot live on your salary. So before you talk about salary with a 
potential employer, you need to calculate what starting pay will actually work for you in the 
long run.  

You can figure out your salary requirements by making a list of your expenses and figuring out 
what you will need to live on for a year. Expenses to consider: Rent or mortgage, monthly food 
expenses, entertainment expenses, clothing, utilities, car loans and estimated gas and 
insurance expenses, doctor bills, prescriptions, vet bills and pet food, retirement contributions, 
vacations, student loans, taxes, emergency funds, and whatever else you can think of.  

You will also need to find out what a typical salary is in your field and your geographic location. 
This information can be found on-line and elsewhere. Some possible places to start include: The 
Bureau of Labor Statistics (www.bls.gov), Career InfoNet: Wages and Trends (www.acinet.org), 
JobStar.org, newspapers and magazines, and friends and family within the same field.  

Finally, when considering salary requirements, don’t forget to take into account the fringe 
benefits like health insurance, vacation time, annual salary review, retirement savings plans, 
bonus plans, college tuition reimbursement plans, stock options, and the like.  

Let the Negotiating Begin 

One of the most important things to remember with salary negotiations is that you should try to 
get the employer to state their salary range first. Even if they ask you “What are your salary 
requirements?” it is best to respond with “What is the salary range for the position?” That way, 
you’ll have a good idea where they are coming from. 

But if they are persistent that you state your requirements first, make sure you come prepared 
with a figure in mind.  

You also want to come prepared with your statistics, past salary history (never lie about this), 
and all of your pertinent research (neatly typed or organized) that supports your salary request.  

http://www.bls.gov/
http://www.acinet.org/
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Dress the part; you must look like you are worth the salary you are requesting, so make sure 
you look nice, neat and professional! Finally, when an offer is made, never accept it right then 
and there. Tell them that you would like 24 hours to think about it and that you will call them.  
And lastly, if you do accept an offer, get it in writing! 
 
Examples 
 
Below are some examples of possible scenarios you might encounter during the salary 
negotiation process. After all, it never hurts to have some pre-conceived responses prepared, 
especially if you are not fully comfortable or experienced in salary negotiation:  
 
Scenario #1 – Beginning the Negotiations 
Company: “What are your salary requirements?” 
 
You:  
Option #1: “I was actually going to ask you that as well. What is the salary range for the 
position?” 
 
Option #2: “Of course salary issues are important to me, but at this time, I would prefer if we 
focus on whether or not I'm the right person for your position and whether the job and 
company are the right fit for me. Once we determine if I'm the right person, I'm sure that we 
can come up with a salary amount that would be suitable for both of us. Does that sound ok?"  
 
Usually this approach will deter the salary discussions, but if it doesn’t and the employer 
presses you for an answer, try the following: 
 
You: 
Option #1: “Considering my expenses and some of the research I’ve done for local (starting) 
salaries in this field, I’m looking for a salary range of $30,000 to $40,000. Does that sound 
reasonable?”   
 
Option #2 good response if no interviewing has taken place yet: "Well, depending on the 
company, the job, and the responsibilities of the position, I'm looking for a salary range 
between $30,000 to $40,000." 
 
Scenario #2 – Offer is too low 
Company: "We are prepared to offer you a salary of $25,000 a year."  
 
You:  
Option #1: "I'm happy that you are interested in me, and I am very interested in the position. 
Based on my experience and on the expenses I'll have when I graduate like paying off my 
student loan and buying a car, I would like to be making between $30,000 to $40,000. Does 
that sound feasible?"  
 
Option #2: "This looks like a great opportunity, and I know that I have a lot to offer ABC 
corporation, but I have several other opportunities that are in the $30,000 to $40,000 range 
(don't say this unless it's true) is there a way we could work this out?"  
 
Option #3: "I'm out of school now and on my own and really need between $30,000 to $40,000 
as a minimum. Is there a way we can work that out? I love the opportunity and would love to 
work here if I can get that number. What do you think?" 
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Cover Letters 

 
Thank You Letters 

 
Letters Accepting a Job Offer  

 
Letters Declining a Job Offer  

 

 
 

IMPORTANT NOTE: These are samples only.  
 

PLEASE DO NOT COPY FROM THE BOOK.
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Cover Letter #1 To Potential Employer 
(Sample only-please do not copy)   

 

 
 

 

 
121 South 4th Street 

Lockwood, PA 19103 
 

April 20, 2010 

 
Ms. Carol Henry, Human Resources Manager 

Family Company Business, Inc. 
120 Northwest 8th Street 

Scranton, PA 19103 
 

Dear Ms. Henry: 

 
Last fall, I performed a ten-week internship at your clinic under the guidance of Carol Strong. I gained 

such tremendous experience and learned so much that I would like to be considered for a full time 
physical therapy position in your Scranton clinic. 

 

In May 2010, I will complete my Master of Science degree in Physical Therapy. The program at 
Misericordia University is intensive, and gave me hands on experience through labs and internships. 

While performing my internship at your clinic, I improved my evaluation skills as well as my ability to 
treat a variety of diagnoses including tendonitis, back pain, headaches, and peripheral neuropathy.  I 

became familiar with your documentation techniques and was able to work closely with your staff.  Your 

skillful staff was wonderful to work with, and I would welcome the opportunity to join your therapy team. 
 

I am confident my skills and experience would prove beneficial to your organization, and I look forward 
to an opportunity to discuss my qualifications with you.  I can be reached at 555/555-5555, or you can 

leave a message on my answering machine. I will return the call promptly.  I am currently living in New 
Jersey but will be relocating to Scranton in August and will be available to start work on August 17.   

 

Thank you for your consideration. I look forward to hearing from you. 
 

Sincerely,  
 

Kinsey J. Thomas 
 
Kinsey J. Thomas  

 
Enclosure (Resume) 

 
 

   

The first paragraph lets the employer 
know the position you are applying 

to and where you heard about it. 

The second paragraph lets the employer know 
why you would be a good candidate for the job. 
Explain how your educational background can be 
applied to the job to which you are applying to. 
Be sure to mention your graduation date in this 
section, so the employer knows when you will be 
able to start. 

The third paragraph reiterates 
your interest in the position and 
lets the employer know where 

and how you can be reached. 
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Cover Letter #2 To Potential Employer 
    (Sample only- please do not copy) 
121 South 4th Street 

Lockwood, PA 19103 
 

May 18, 2010 

 
Mr. Carl Felter, Human Resources Manager 

ABC Company Business, Inc. 
220 Northwest 8th Street 

Philadelphia, PA 19103 

 
Dear Mr. Felter: 

 
I am applying for the position of client account coordinator, which was advertised on May 17 at the 

career services center at Misericordia University. The position seems to fit very well with my education, 
experience, and career interests. 

 

According to the advertisement, your position requires excellent communication skills, computer literacy, 
and a B.S. degree in finance or business. I will be graduating from Misericordia University this month with 

a Bachelor of Science degree in Business Administration. My studies have included courses in computer 
science, management information systems, speech communications, and business writing. 

 

I understand the position also requires a candidate who is team and detail oriented, works well under 
pressure, and is able to interact with people in departments throughout the firm. As you can see on my 

resume, I was a resident assistant. This position required me to work as part of a team with 20 other RAs 
as well as handle the pressure of overseeing and disciplining (when necessary) a hall of 60 students. I 

also did an internship at the accounting firm Kasper and Associates, which not only required me to work 

with many different departments, but also helped to strengthen my attention to detail.    
 

My background and experience seem to match your requirements well. I am confident that I can perform 
the job effectively, and am excited about the possibility of working for a dynamic, nationally recognized 

investment management firm. 
 

I would welcome an opportunity to discuss my qualifications with you further and can be reached at 555-

555-5555. If I am not available, please leave a message on my answering machine. I will return your call 
immediately.   

 
Thank you for your time and consideration.  I look forward to hearing from you soon. 

 

Sincerely,  
 

Kinsey J. Thomas 
 

Kinsey J. Thomas  
 

Enclosure (Resume) 

 

The first paragraph lets the 
employer know the position 
you are applying to and where 
you heard about it. 

The second paragraph lets the employer 
know the skills you possess that will make 

you a good candidate for the job. 

The third paragraph 
explains how your 
experience in the field 
can be useful to the job 
you are applying to. 

The fourth 
paragraph restates 
your interest to the 
position. 

The fifth paragraph lets the 
employer know where and 

how you could be reached. 
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Cover Letter #3 (Creative) To Potential Employer 
(Sample only- please do not copy) 

 
  

 
121 South 4th Street 

Lockwood, PA 19103 
 

June 2, 2010 
 

Helen Hooper, Human Resources Manager 

The Thomas Group 
864 North Cooper Street 

Philadelphia, PA 19103 
 

Dear Ms. Hooper: 

 
I know the Thomas Group seeks only the brightest and most creative individuals for its team. I have over 

two years of experience working on web design, as well as numerous publications, newspaper ads, and 
on creating compelling logos. Additionally, my internship with CPS Creative, my B.S. degree in Marketing, 

and my minor in Internet Media have really taught me how to bring ideas to life in a timely manner and 
under budget.   

 

The enclosed resume elaborates on the details of my skills and experience, and the accompanying 
portfolio shows how I have turned concepts into reality.  

 
I would appreciate a chance to meet with you to discuss how I can be a vital part of your operation. You 

may reach me at 555-555-5555 or via e-mail at kthmas@mail.com. If I am not available, please leave a 

message, and I will return your call as soon as possible.   
 

Thank you. I look forward to hearing from you soon. 
 

Sincerely,  

 

Kinsey J. Thomas 
 
Kinsey J. Thomas  

 
Enclosures (Resume, Portfolio) 
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Cover Letter #4 To Potential Employer 
(Sample only- please do not copy) 

 

121 South 4th Street 
Lockwood, PA 19103 

 

April 20, 2011 
 

Ms. Carol Jones, Human Resources Manager 
ABB Center 

120 Northwest 8th Street 

New Philadelphia, PA 19103 
 

Dear Ms. Jones: 
 

I was very excited when Mr. Thomas Smith, a family friend who is currently employed at ABB Center, 
suggested I write to you about the professional case manager position. As someone who is graduating 

with a degree in social work, I was very intrigued to hear the details of the position. I truly believe that 

my degree and work experience match your requirements perfectly.   
 

As mentioned above, I will complete my Bachelor Degree in Social Work in May 2011. The program at 
Misericordia University is intensive and gave me hands on experience through clinical practice and 

internships. Mr. Smith mentioned that you are seeking someone who works well with children and has 

worked with the community. As you can see on my resume, I worked in several units including case 
management for children, lab management, and community management.   

 
Mr. Smith also mentioned that you will require someone who has experience with home visits. I 

volunteered at the Band Center this past summer where I spent ten weeks observing and assisting case 

managers during home and office visits. This spring, my work study rotations allowed me the opportunity 
to assist further and learn how to make decisions regarding future planning and programming for clients. 

 
I am confident my skills and experience fit well with the position and with the overall philosophy of your 

organization. I would welcome the opportunity to learn more about ABB Center in person and have 
enclosed my resume for your review.  

 

I can be reached before 9 a.m. and after 5 p.m. at 555/555-5555, or you may leave a message on my 
answering machine, and I will return the call promptly. 

 
Thank you for your consideration, and I hope to hear from you soon. 

 

 
Sincerely,  

 

Kinsey J. Thomas 
 
Kinsey J. Thomas  

Enclosure (Resume) 

 
 
 
 
 
 
 
 
 

The first paragraph lists the job 
you are applying to and where 
you heard about it. Notice that 
this is a personal reference. Be 
sure to name your personal 

reference. 

The second and third 
paragraph explains 
how your experience 
makes you a good 
candidate for the job. 

The fourth paragraph 
reiterates your interest 
in the position you are 
applying to. 

The fifth paragraph lists how 
and when you could be 
reached. 
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Cover Letter #5 To Potential Employer 
(Sample only- please do not copy) 

121 South 4th Street 

Lockwood, PA 19103 
 

January 12, 2009 

 
Ms. Carol Henry, Human Resources Manager 

Family Company Business, Inc. 
120 Northwest 8th Street 

Scranton, PA 19103 

 
Dear Ms. Henry,  

 
I’m applying for the diagnostic medical sonography position in the general radiology department, which 

was advertised January 2 at the career services center at Misericordia University. I’m interested in being 
part of a team that works in an outpatient and inpatient facility to provide a challenging career in 

sonography.  

 
I will complete my Certificate in Sonography in March 2009. I intend to become ARDMS in abdominal and 

ob/gyn. exams six months post-graduation. The Misericordia University CAAHEP accredited sonography 
program has provided me hands on scanning experience through lab and clinical rotations. I have 

experience in assisting in interventional procedures and general exams. I desire a facility that will 

enhance my vascular sonography skills. 
 

I am confident my clinical experiences have provided me with the training and scanning skills needed for 
me to perform and follow protocols in general sonography exams and procedures at your facility. I would 

appreciate a chance to meet with you and discuss my qualifications.  I can be reached at 555-555-5555. 

 
 

Thank you for your consideration. I look forward to hearing from you.  
 

Sincerely,  
 

Kinsey J. Thomas 
 
 

Kinsey J. Thomas 
 

Enclosure (Resume) 

 
 

 
 

 
 

 

 

 
 
 
 
 
 
 

 

Skip 1 line 

Skip 1 or 2 lines 

Skip 1 line 

When mailing, skip 4 lines and sign 
your name. 

Do not indent.  Single space letter and skip 1 line between paragraphs. 
SS 
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Cover Letter #6 To Potential Employer 
(Sample only- please do not copy) 

 

121 South 4th Street  
Lockwood, PA 19103  

 

March 18, 2011  
 

Ms. Sarah Smith  
Director of Personnel  

ABC School District  

Wilmington, DE  19805  
 

Dear Ms. Smith:  
 

Please accept my letter of application for the position of biology teacher at ABC School District. With my 
major in biology and secondary teaching certificate, I am particularly interested in utilizing my skills and 

knowledge in a secondary setting.  

 
My student teaching experience has enabled me to develop a special rapport with the age group that I 

enjoy most: high school students. As co-advisor of the Biology Club during my student teaching 
practicum, I also gained administrative and organizational skills that enhanced my perspective and my 

commitment to the extra-curricular component of the secondary school experience.  

 
As a student at Misericordia University, I have excelled academically and worked part-time as an aide in 

the biology lab assisting students and faculty, where I further developed my interpersonal and 
communication skills.  

 

I am especially interested in the ABC School District because of its demonstrated commitment to quality 
education, as evidenced by the favorable student/faculty ratio and state-of-the-art classroom technology.  

 
I would appreciate the opportunity to speak with you regarding the Biology Department position. Thank 

you for your consideration. I look forward to hearing from you.  
 

Sincerely,  

 

Kinsey J. Thomas 
 
Kinsey J. Thomas  

 

Enclosure (Resume)   
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Cover Letter #7 To Potential Employer 
(Sample only- please do not copy) 

121 South 4th Street 

Lockwood, PA 19103 
 

June 22, 2009 

 
Mr. George Washington, President 

Philadelphia Freedom 
1 Liberty Square 

Philadelphia, PA 19104 

 
Dear Mr. Washington: 

 
Philadelphia Freedom’s reputation as a first class organization has inspired me to contact you regarding 

possible employment opportunities.  I feel I have the potential, the enthusiasm, and the training to step 
in and immediately make a positive contribution to your organization. 

 

I am a recent graduate of Misericordia University where I have taken specialized courses in sports 
administration.  I have also worked for the past two years on a part-time basis as assistant to the public 

relations director at Sporting Goods International.  My earnings for this position enabled me not only to 
finance my education, but also to gain valuable experience in communications and in dealing with the 

sports public. 

 
Through my job, I have been exposed to a variety of public relations problems and have learned how to 

deal creatively with them.  In the absence of a senior executive, I was given complete responsibility for 
company relations with local recreational groups.   

 

The field of sports has always fascinated me, and I want very much to make it my lifetime occupation.  I 
am willing to take any available position or project in order to become a part of your organization. 

 
Enclosed is a copy of my resume.  I can be reached at 555-555-5555.  I look forward to meeting you 

personally at your convenience.   
 

Thank you for your consideration. 

 
Sincerely, 

 

Kinsey J. Thomas 

 
Kinsey J. Thomas 
 

Enclosure (Resume) 
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Cover Letter #8 To Potential Employer 
    (Sample only- please do not copy) 
 
121 South 4th Street 

Lockwood, PA 19103 
 

April 22, 2009 

 
Mrs. Carol A. Jones, Human Resources Manager 

Sherwin-Williams Inc. 
123 Paint Plaza 

New Walls, NY 11111 
 

Dear Mrs. Jones: 
 

I was excited to read about the business internship position you have available for the summer of 2009.  

I have a respectable amount of experience related to sales as well as customer service.  In addition to 
my extensive experience, I have great communication and team leadership skills.  My energetic, 

hardworking, self-motivated, and focused attitude makes me an excellent candidate for this position.   
 

As a student-athlete, I excelled in the classroom and on the court.  I have a special talent for making 

those around me better, not only on the court, but as people.  I strongly believe in dedication and 
commitment, resulting in my success.  By constantly doing “the right thing” I learned to lead by example.  

As my team’s captain, I have learned valuable leadership skills that have carried over into my personal 
life.  These are the same skills that will create an advantage for me when working for Sherwin-Williams.   

 
In a formal interview I would be glad to discuss in more detail my experiences and the asset I can 

become to the daily operations of your organization.  I can be reached at 555-555-5555.  If I am not 

available please leave a message and I will return your phone call promptly. 
 

Thank you very much for your consideration.  I look forward to hearing from you to arrange an interview. 
 

Sincerely, 

 

Kinsey J. Thomas 

 
Kinsey J. Thomas
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                                       Cover Letter #9 To Potential Employer 
(Sample only- please do not copy) 

 

121 South 4th Street 
Lockwood, PA 19103 

 

January 30, 2013 
 

Helen Hooper, Human Resources Manager 
The Thomas Group 

864 North Cooper Street 

Philadelphia, PA 19103 
 

Dear Ms. Hooper,  
 

I was excited to hear about the job opportunity for an occupational therapist at one of your inpatient 
rehabilitation programs.  I heard about this job opportunity due to the participation of your company in 

on-campus interviews at Misericordia University.  I was immediately intrigued by the importance that The 

Thomas Group places on ensuring a high quality of care in the process of facilitating independence in 
their patients.  I believe my qualifications and skill set make me an excellent candidate for this position. 

I will be graduating from Misericordia University in May with a Master of Science Degree in Occupational 
Therapy, a minor in Psychology, and a specialization certificate in Pediatrics.  This has given me a wide 

scope of knowledge on the many areas that contribute to providing comprehensive and quality patient 

care.  My education and fieldwork experiences have molded me into the friendly, team-oriented, and 
hardworking professional that I am today.  The Thomas Group focuses on helping people in the 

community to overcome challenges and providing individualized quality care.  My strengths in 
implementing client-centered practice to promote independence and integration into the community 

make me an asset to promoting the mission of The Thomas Group. 

 
My experiences as a club participant and officer, student-athlete, lab assistant, and peer tutor have given 

me the leadership and communication skills that are essential to being a productive member of a 
healthcare team, as well as the ability to build a strong therapeutic relationship with clients.  Through my 

level II fieldwork, I have experience practicing in the inpatient rehabilitation setting, participating as a 
member of an interdisciplinary team, and evaluating, planning, and implementing occupation-based and 

client-centered interventions. 

 
Thank you for taking the time to review my resume and consider me for this position.  I would like the 

opportunity to meet with you in person to further discuss a possible future with your company.  If you 
have any additional questions, please contact me at (555) 555-5555.  Thank you and I look forward to 

hearing from you! 

 
 

Sincerely,  
 

Kinsey J. Thomas 
 

Kinsey J. Thomas  

 
Enclosure (Resume) 
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Cover Letter #10 To Potential Employer 
(Sample Only- please do not copy)  

 

121 South 4th Street 
Lockwood, PA 19103 

 

October, 12, 2013 
 

Helen Hooper, Human Resources Manager 
National Rehabilitation Hospital 

864 North Cooper Street 

Washington, DC 19103 
 

Dear Ms. Hooper, 
  

I am aware that National Rehabilitation Hospital is a leader in the field for providing both care and service 
to each person. I also know that National Rehabilitation Hospital seeks only the brightest and most 

dedicated individuals for its team. It is for those reasons that I am applying for the position of Physical 

Therapist. I will be graduating from Misericordia University with a Doctor of Physical Therapy degree in 
Physical Therapy in December 2013, and I plan to sit for the National Physical Therapy Exam in January.  

I am very excited to begin my career as a physical therapist, and I am particularly interested in the 
outpatient orthopedic related care that National Rehabilitation Hospital provides. 

 

I am an outgoing, high achiever. While I will be a new graduate, I have already accumulated a variety of 
successful experiences in the physical therapy field.  Many of these experiences are directly related to my 

formal education, and many are a result from my personal interests in the field.    
 

Specific accomplishments include: 

 
 Participated in team effort that resulted in re-diagnosis of a critical need patient 

 Presented in-services on “Body Weight Supported Treadmill Training” and “The 

Importance of Adaptive Sports and Recreational Activities for Those with Lower Extremity 

Amputations” 
 Participated in several educational in-service presentations on orthotics, prostheses, 

Wiihab, electrical stimulation, and Parkinson’s Disease 

 Social/community service spirit exemplified by Peru, Mexico, and Hershey Medical Center 

volunteerism 
 Recipient of several academic and service awards/scholarships which recognize success 

and challenge personal characteristics 

 

You can see on my resume, I demonstrate many of the values of National Rehabilitation Hospital, 
including being a team leader in quality of care and service to the community. While I realize that I have 

yet to graduate, I wanted to ensure in advance that you were aware of my interests in working for 
National Rehabilitation Hospital.  

 

I would welcome an interview at your convenience to explore how my experience and career interests 
could benefit National Rehabilitation Hospital and can be reached at 555-555-5555. I look forward to 

hearing from you soon.  
 

 
Sincerely,  

 

Kinsey J. Thomas 
 

Kinsey J. Thomas  
 

Enclosure (Resume) 
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“Thank-You” Letter To Employer After An Interview 
(Sample Only- please do not copy)  

 
 
 
 
 
 
 
 
 
 
 

121 South 4th Street 

Lockwood, PA 19103 

 
April 30, 2008 

 
 

Ms. Carol Henry, Human Resources Manager 
Family Company Business, Inc. 

120 Northwest 8th Street 

New Philadelphia, PA 19103 
 

Dear Ms. Henry: 
 

It was a pleasure speaking with you during my interview last week about the Professional Case Manager 

position with your company.  The information you shared about Family Company Business, Inc. was 
excellent, and I am excited about the possibility of using my education and experience in the position. 

 
The interview confirmed for me how compatible my background, skills, and interests are with the goals of 

Family Company Business, Inc.  My prior experience during my practicum has prepared me take an active 

role in working with clients and developing strategies to assist them.  I am confident that my work will 
result in positive feedback from the clients.   

 
I would like you to know that I am very much interested in this position.  If I can provide you with any 

additional information, please let me know. 
 

I look forward to hearing from you soon. 

 
 

Sincerely,  
 

Kinsey J. Thomas 
 

Kinsey J. Thomas 

 
   

 
 

States reason for writing and 
references the position interviewed 
for.   
 

Mentions specific skills/experience, 
how you can contribute to the 
company’s goals, and/or how you 
will fit in with the company.   
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Accepting A Job Offer From An Employer (#1) 
(Sample Only- please do not copy)  

 
 
 
 
 
 

121 South 4th Street 

Lockwood, PA 19103 
 

May 30, 2008 

 
 

 
Ms. Carol Henry, Human Resources Manager 

Family Company Business, Inc. 
120 Northwest 8th Street 

New Philadelphia, PA 19103 

 
Dear Ms. Henry: 

 
Thank you for your letter dated May 25, 2008 in which you offered me the position of Professional Case 

Manager with your company.  I am excited about your offer, and I am glad to accept it. 

 
To review the essence of our agreement, I am to start work in the downtown office on Cornell Street on 

Monday, June 21, with an annual salary of $29,000, plus benefits.  I will receive a three-month 
evaluation, and then a yearly evaluation after that time. 

 
I look forward to starting work with Family Company Business, Inc., and to making a solid contribution 

from the very beginning. 

 
Enclosed is the completed Employee Application form that you requested. 

 
 

Sincerely,  

 

Kinsey J. Thomas 
 
Kinsey J. Thomas  

 
Enclosure (Employee Application) 
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Accepting A Job Offer From An Employer (#2) 
(Sample Only- please do not copy)  

 
 
 

  
 
 

121 South 4th Street 

Lockwood, PA 19103 
 

May 30, 2008 

 
 

 
Ms. Carol Henry, Human Resources Manager 

Family Company Business, Inc. 
120 Northwest 8th Street 

New Philadelphia, PA 19103 

 
Dear Ms. Henry: 

 
I am pleased to accept your job offer, and I am looking forward to joining your staff next month. 

 

The Professional Case Manager position is ideally suited to my background and interests.  I assure you  
I will give you my best effort in making this an effective position within your company. 

 
I understand I will begin work on Monday, June 21 in the downtown office on Cornell Street.  If, in the 

meantime, I need to complete any paperwork or take care of any other matters, please contact me at 
555-555-5555, and I will take care of the matter quickly. 

 

I enjoyed meeting with you and your staff, and appreciated the professional manner in which the hiring 
was conducted. 

 
 

Sincerely,  

 

Kinsey J. Thomas 
 
Kinsey J. Thomas  
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Declining A Job Offer From An Employer (#1) 
(Sample Only- please do not copy)  

 
 
 
 
 
 
 
 
 
 
 

121 South 4th Street 

Lockwood, PA 19103 

 
May 30, 2008 

 
 

 
Ms. Carol Henry, Human Resources Manager 

Family Company Business, Inc. 

120 Northwest 8th Street 
New Philadelphia, PA 19103 

 
Dear Ms. Henry: 

 

Thank you for your letter dated May 25, 2008 in which you offered me the position of Professional Case 
Manager with your company.  

 
After considerable thought, I have decided not to accept your offer of employment at this time.  This has 

been a difficult decision for me.  However, I feel I have made the correct one for this point in my career. 

 
Thank you for your time, effort, and consideration.  Your confidence in me is sincerely appreciated. 

 
 

Sincerely,  
 

Kinsey J. Thomas 
 
Kinsey J. Thomas  
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Declining A Job Offer From An Employer (#2) 
(Sample Only- please do not copy)  

 
 
 
 
 
 
 

121 South 4th Street 
Lockwood, PA 19103 

 

May 30, 2008 
 

 
 

Ms. Carol Henry, Human Resources Manager 
Family Company Business, Inc. 

120 Northwest 8th Street 

New Philadelphia, PA 19103 
 

Dear Ms. Henry: 
 

It was indeed a pleasure meeting with you and your staff last week to discuss your need for a 

Professional Case Manager.  Our time together was most enjoyable and informative. 
 

As I discussed with you during our meeting, I believe one purpose of preliminary interviews is to explore 
areas of mutual interest, and to assess the fit between the individual and the position.  After careful 

thought, I have decided to withdraw my name from consideration for the position. 

 
My decision is based upon several factors.  First, the emphasis on fund raising is certainly needed, but I 

would prefer more balance in my work activities.  Second, the position would require more travel than I 
am willing to accept, given my other responsibilities at this time. 

 
I want to thank you for interviewing me, and giving me the opportunity to learn about your company.  

You have a fine staff and facility, and I would have enjoyed working with them. 

 
Best wishes in your search. 

 
 

Sincerely,  

 

Kinsey J. Thomas 
 
Kinsey J. Thomas  
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APPENDIX C 
 
 
 
 
 
 
 
 
 
 
 

Resumes 
 
 
 
 
 
 
 
 

There is no such thing as the “correct” or “best” way to write a resume.  You should 
tailor your resume to highlight your skills, qualifications, and accomplishments.  The 

best resume is one that is personalized and unique.   
 

This section is to be used ONLY as a guide to building your resume.  
 

PLEASE DO NOT COPY FROM THE BOOK. 
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(Undeclared – Freshman/Sophomore Sample - Sample only, please do not copy)

Kinsey Thomas  
121 4th Street · Dallas, PA 18612 

555-555-5555 · kthomas@mail.com  

Objective 
Honors student with proven leadership skills as well as experience working with customers in various settings 
seeks receptionist position with Riverstreet Manor.  

 

Education  
Undeclared          May, 2017 
Misericordia University        Dallas, PA 
 
Honors Diploma         May 2013 
Dallas High School        Dallas, PA 

 Overall GPA: 3.5/4.0         

 Graduated in top 10% of class 

 

Experience 
Sales Associate         February 2011-present 
Macy’s Department Store        Wilkes-Barre, PA 

 Excellent customer service handling all types of customers  

 Maintain department area and floor displays 

 Work cash register and handle cash register  
 

Volunteer         June 2012-present 

BLR Counseling Solutions        Mountain Top, PA 

 Assist counselors with setting up for group therapy sessions 

 Complete clerical tasks including filing paperwork, entering data into the computer, and faxing paperwork 

 Clean the office space and therapy rooms 

 Observe patients varying from children to elderly 

 

Skills  
 Proficient in Microsoft Word, Excel, and PowerPoint 

 Excellent communication skills; including in person and via telephone as well as in a group setting in public 

 Experience  working with children and the elderly  
 

Activities  
Commuter Council 
Misericordia University, September 2013 – present 
 
Treasurer of the Class of 2013 
Dallas High School, PA, September 2009 – May 2013 
 
Varsity Basketball Player  
Dallas High School, PA, September 2009 – March 2013 
 
Varsity Softball Player 
Dallas High School, PA, January 2009 – May 2013 
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(Accounting Sample - Sample only, please do not copy)  
 

P E R M A N E N T  A D D R E S S :  1 2 1  S O U T H  4 T H  S T R E E T  L O C K W O O D ,  P A  1 9 1 0 3  
L O C A L  A D D R E S S :  M I S E R I C O R D I A  U N I V E R S I T Y ,  3 0 1  L A K E  S T .  B O X  1 0  D A L L A S ,  P A  1 8 6 1 2  

P H O N E  5 5 5 - 5 5 5 - 5 5 5 5  •  E - M A I L  K T H O M A S @ M I S E R I C O R D I A . E D U   

KINSEY J. THOMAS 

PROFESSIONAL SUMMARY 

 
Accounting professional with experience in public accounting environment.  Computer skills in applications including Lacerte Tax 
Software, Microsoft Office Word, PowerPoint, Excel, E-mail, Internet Explorer.  Capable of rapidly learning new assignments and 
prioritizing responsibilities.  Responsible, reliable, and able to work in a fast-paced environment.  

EDUCATION/HONORS 

 
Misericordia University           Dallas, PA                   May 2013 

 Bachelor of Science Degree in Accounting;  minor in Management, Current GPA 3.48 

Honors: McAuley Leadership Award ▪  Dean’s List (6 semesters) ▪ Academic Scholarship ▪  Certificate Service Leadership Center 

RELEVANT COURSEWORK 

 
 Principles of Accounting, Intermediate Accounting (I,II,III), Advanced Accounting, Financial Income Taxes I, Finance, Auditing,  

   Principles of Management, Organizational Behavior, International Business, Management of Human Resource, Business Law 

INTERNSHIP 

       Spring 2013           Accounting Intern              CPA’s and Associates              Dallas, PA 

 Completed Federal, State, and Local Tax Returns for Clients.  

 Communicated with clients regarding their tax return.  

 Learned company tax software and document management system.  

WORK EXPERIENCE 

 
8/2007-Present     Resident Assistant        Misericordia University       Dallas, PA. 

 Maintain healthy living environment for residents by monitoring both physical and social conditions of residence halls, and   
  addressing any issues as they arise. 

 Serve as liaison between residents and college administration. 

 Plan and market events for housing residents.  

 Trained in diversity sensitivity, mediation, and conflict resolution. 

 

Summer 2011         Conference Staff               Misericordia University          Dallas, PA 

 Assisted conference attendees by providing extra supplies, answering questions, and placing book orders. 

 Liaison between guests and administrators for five week-long conferences. 

 

2/2009-4/2009       Teacher’s Aide                 ABC Learning Center              Dallas, PA 

& Summer 2010       
 Assisted throughout the lesson plan and during meal times; played, helped, and supported the preschoolers with tasks. 

 

6/2005-8/2009      Receptionist                 AMETK Distributors            Lancaster, PA 

 Filed and completed paperwork for supply orders and billing. 

 Completed invoices and worked with QuickBooks, Excel, and Word. 

PROFESSIONAL DEVELOPMENT 

 
 Pennsylvania Institute Certified Public Accountants Student Member  

 Business Professional Association at Misericordia University  

 Guaranteed Placement Program, Misericordia University Fall 2006 – Spring 2010 
4-year Professional Development Program focused on career-related workshops including Leadership Training, Diversity, 
Financial Planning, and Professional Etiquette 
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(Biology/Chemistry Sample - Sample only, please do not copy) 

KINSEY J. THOMAS 
Kthomas@mail.com 

555-555-5555 

Permanent Address: Local Address: 
121 South 4th Street Misericordia University 
Lockwood, PA 19103 301 Lake Street Box 10 
 Dallas, PA 18612 

 
OBJECTIVE: Analytical and detail oriented individual seeking an entry position within a 

small research company that will utilize my laboratory education, skills, 

and proven abilities. 
 

EDUCATION: Bachelor of Science Degree in Chemistry, 

 with a minor in Biology (May 2010)  GPA:  3.75/4.00 

 Misericordia University, Dallas, PA 
 
RESEARCH: 
May – June 2009 “The Size Controlled Synthesis, Immobilization, and Modification of 2-D 

Arrays of Silver Nanoparticles.” Clemson University, SC.   

Funded through NSF and U.S. Dept. of Energy. 

 
March 2009 “Asperger’s Syndrome:  The Social Puzzle.”  Misericordia University, PA.  

Presented at the Northeast Region Honors Conference in Annapolis, MD. 
 

RELATED Biology I, II Chemical Principles I, II 

COURSEWORK: Biochemistry Physical Chemistry I, II 

 Instrumental Analysis Chemical Literature  

 Organic Chemistry I, II Inorganic Quantitative Analysis 
 Genetics Advanced Inorganic Chemistry  

 Cell Biology Molecular Genetics 

 

HONORS: McAuley Community Service Award 

 Dean’s List  

 Most Valuable Runner 2010 – Track and Field 
 

EMPLOYMENT:  

2008 – present Records Specialist The American Red Cross, Hanover, PA 

o Label and file lab records 

o Maintain blood bank accuracy 

o Complete lab sample testing 
  

2006 – 2008 Work Study (Biology) Misericordia University, Dallas, PA 

o Filed lab reports 

o Maintained aquarium 

o Assisted with general cleanup in lab 
  

Summers 2003-2007 Sales / Cashier Pet Supplies Are Us, Dallas, PA 

o Maintained aquariums 

o Sold products and provided service to customers 

o Opened and closed store 

 
TECHNOLOGY Competent in Windows XP & Vista; Microsoft Word, Excel, PowerPoint, 

SKILLS: Publisher, FrontPage; TAPP 2.2, SpectraSolve, UV-Vis Spectroscopy, IR 

Spectroscopy, Atomic Force Microscopy, Scanning Electron Microscopy 

 

ACTIVITIES/ President, Dead Alchemist Society/Chemistry Club  
VOLUNTEERING:  Service Trip to Savannah, Georgia, Spring 2010 
 Varsity Track and Field Team
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(Research/Management Training Sample - Sample only, please do not copy) 
 

Kinsey J. Thomas 

kthomas@mail.com 

 (555) 555-5555 

Local  (until June 15
th

):                                                                      Permanent:                                                                                                                          

Misericordia University       121 South 4
th

 Street 

301 Lake Street, Box 10       Lockwood, PA 19103 

Dallas, PA 18612                          

____________________________________________________________________________________ 

 
 
OBJECTIVE: To obtain a full time management position that utilizes my aptitude for research, management 

 and training. 

 

EDUCATION: Master of Science degree in Organizational Management (December 2007) 

    Misericordia University, Dallas, PA 

   

  Thomas Cooley Law School, Lansing, MI (1994-1995) 

 

 Bachelor of Arts in Political Science with a concentration in a Public Administration  

 and Management minor (May, 1992) 

Wilkes University, Wilkes-Barre, PA 

  

EMPLOYMENT:   Fairchild Semiconductor Manufacturing Plant, Mountaintop, PA (1996-2002)  

 Utility Associate - Shipped and received hazardous materials and designed maintenance 

of ISO 9001 certified manufacturing plant. Teaming certification by NEPRIC. 
 

 Team Leader - Purchased maintenance materials, managed daily job responsibilities, 

controlled HAZMAT and production inventories, scheduled overtime, planned and 

facilitated team meetings, and communicated with senior management.  Warehouse 

inventory training  by Fairchild. 
 

 Forklift Trainer -Taught other utility associates in class and hands-on forklift operation. 

Certified trainer by Modern Group. 
 

 Hazardous Materials Technician - Monitored uses of hazardous materials and 

controlled emergency warnings while on duty.  Twenty-four hour hazardous materials 

certification by Hoffman. 
 
 Cleaner/Laborer - Assisted operations department with indoor floor treatments and 

helped landscape crew with ground maintenance. Certified Lawn maintenance by LCCC 

distance education.  Floor care training by Master Chemical. 
 

 Shipper/Receiver - Unloaded and packed chemical and manufacturing delivery trucks. 
 

 Production Associate - Produced and controlled quality of semiconductors. 

 

                                  Student Loan Servicing Center Pennsylvania, Wilkes-Barre, PA (1993-1996) 

 Customer Service Representative - Researched problem accounts and processed 

borrower inquiries for student loans. 

 

                                  Wyoming Valley Abstract, Wilkes-Barre, PA (1992-1993) 

       ▪   Title Searcher - Researched mortgages and liens for customers applying for  

            title insurance. 

 

INTERNSHIP:    Luzerne County Planning Commission, Wilkes-Barre, PA (Spring-Summer, 1991) 

         ▪    Administrative Assistant - Conducted income surveys, wrote articles on planning, and  

               assisted in the planning of the state and local conferences for the Pennsylvania Planning 

               Commission. 

 

COMPUTER      Microsoft Office, Word, Excel, Documentum, CC mail, Lotus Notes, Internet Explorer,  

SKILLS:  Windows XP, Netscape 
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(Communications Journalism Specialization Sample - Sample only, please do not copy) 

 

Kinsey J. Thomas 
 

Misericordia University, 301 Lake Street Box 10, Dallas, PA 18612 (temporary) 
121 South 4

th
 Street, Lockwood, PA 19103 (permanent) 

(555) 555-5555  kthomas@mail.com 
 

Q U A L I F I C A T I O N S  P R O F I L E   
 

 2+ years of writing, publishing experience.  
 Published article in Redbook Magazine (circulation 25,000) junior year of college. 
 3-years copy editing and fact-checking experience for team of 20 writers. 
 Led staff of 20 writers to meet 5-day deadline for 12-page special edition of college newspaper. 

 
 

P R O F E S S I O N A L  E X P E R I E N C E  
 
2010-2013 Writer 
  Published 1,000 word article for Redbook magazine (circulation 25,000) titled 
    Women Who Write Right.    

 Published three 400-word articles in The Times Leader (circulation 39,300) in Wilkes-Barre, PA  

   about local college campuses. 

 Wrote, directed, produced, and performed in a three-act play title “Human Species Sub-Zero”   
   which was performed in a 500-seat theatre, The Little Theatre of Wilkes-Barre. 

 
Fall 2011 Reporter, Writer Conference “Climate Change: How It Impacts Us All”  
 United Nations Headquarters, New York, NY 
  Submitted portfolio, selected to attend 3-day conference focused on global issues  
    including global warming, human rights, and cultural diversity. 

  Attended opening, closing session, 2 roundtable discussions, and 3 mid-day workshops.   
 Wrote stories, reported on conference in a series of 4 articles featured in college newspaper.  

 Organized, participated in campus-wide panel discussion on topics discussed at conference. 

 
Spring 2010 Writer, Editor The Highlander, Dallas, PA 

 Wrote bi-weekly, 500-word article about student issues on campus titled “The  
  Inconvenient Sleuth;” topics included The Recycling Debate, Bad Food Mood,   
  and Immigration in Wilkes-Barre.   

 Edited 50 articles a month and oversaw production of on-line newspaper. 

 Supervised a staff of 2 editors, 10 writers. 

 

T E C H N I C A L  S K I L L S  
 

Windows XP, Microsoft Word/Excel/PowerPoint, Photoshop, InDesign, QuarkXPress,  
Final Cut Pro 

 

E D U C A T I O N  
 
Bachelor of Arts Degree in Communications, specialization in Journalism 
Misericordia University, Dallas, PA (May 2013) 

 
Misericordia University requires all graduates to complete 16 courses in the humanities, sciences, math 
and social sciences. The liberal arts tradition at Misericordia University provided me with solid grounding 
in the arts and sciences as well as in my studies in Communications. 
 

P R O F E S S I O N A L  P O R T F O L I O  
 

Available Upon Request 
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(Computer Science Sample - Sample only, please do not copy) 
 

KINSEY J.  THOMAS 
121 South 4th Street 

Lockwood, PA 19103 
555-555-5555 

Kthomas@mail.com 

 

 
       

QUALIFICATIONS PROFILE 

 Experienced programmer with proficient skills in coding, testing, and implementation. 

 Analytical and detail oriented. 

 Enjoys challenging work; ability to multitask ongoing projects.     
 
EDUCATION 

Bachelor of Science Degree in Computer Science and Mathematics (May 2010) 
Misericordia University, Dallas, PA 

 
TECHNICAL SKILLS 
 Microsoft Office Suite:  Access, Excel,   Database:  Microsoft SQL Server, MicrosoftWord, 

PowerPoint, Visio, Project    Windows Server 
 Operating Systems: Windows, NT, XP, Vista  Programming:  C++, COBAL, JAVA, SQL 

Web Design:  HTML, XML, Adobe,   JavaScript 
 Dreamweaver, CS Photoshop 
 
PROFESSIONAL EXPERIENCE 

ABC Company       Wilkes-Barre, PA  
Programming Intern       Spring 2010 

 Followed the progress of programs to ensure that they are operating correctly and fixed any 
program errors. 

 Coded and tested programs utilizing the appropriate hardware, database, and programming 
technology. 

 Refined data and format for final product. 

 Tested and developed programming modifications. 

 Wrote new program code using prescribed specifications. 
 
Misericordia University, IT Department    Dallas, PA 
Student Worker       Fall 2007-Fall 2009 

 Maintained and serviced network, PCs, and printers. 

 Assisted employees with programming and software questions. 

 Supported Windows, Microsoft Office, and a variety of internally developed programs and tools. 
 
HONORS & ACTIVITIES 

McAuley Award, Dean’s List (5 semesters), Computer Science Club, Math Club, Sexual Assault Peer 
Educator, Ally Member, Drug/Alcohol/ Substance Abuse Peer Educator 

 
REFERENCES 
 Available upon request 
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(History/Pre-Law Sample - Sample only, please do not copy) 

Kinsey J Thomas 
kthomas@mail.edu 

555-555-5555 
Permanent Address:         Local Address: 
121 South 4

th
 Street         Misericordia University 

Lockwood, PA 19103            301 Lake Street Box 10 
           Dallas, PA 18612 
 

Qualifications Profile:     
 History major with extensive experience in research and writing. 

 Effective critical analysis and interdisciplinary thinking skills. 

 Experience working in a law office assisting attorneys with day-to-day tasks. 
 

Education: 
Bachelor of Arts Degree in History with a specialization in Pre-Law GPA 3.35 
Misericordia University, Dallas, PA (May 2010) 
 

Relevant Work Experience: 
5/09-8/09  Intern at the Luzerne County Public Defender’s Office, Wilkes-Barre, PA 

  Assisted attorneys by instructing clients with applications for counsel and ARD 
applications, as well as conducting preliminary interviews with clients.     

 Utilized the law library and internet to research case material, and presented relevant 
information to attorneys.  

 Gained insight into the legal system by observing court proceedings at the Luzerne 
County Courthouse, the Central Court Building in Wilkes-Barre, as well as several local 
Magistrate offices. 

 
5/08-8/08  Intern at the Luzerne County Court House, District Attorney’s Office, Wilkes-Barre, PA 

 Created PowerPoint presentations for use during trials. 

 Read and reviewed case files to assist Deputy District Attorney in organizing trial material 
and selecting witnesses. 

 Observed/Shadowed Deputy District Attorney and police officers on dealings such as 
closing down a nuisance bar, responding to a reported fight, and responding to other 
calls reported to the Hazleton Police Department. 

 
9/07-5/08  Peer Tutor at Misericordia University, Dallas, PA 

 Took on a leadership role in order to assist students struggling with classes in U.S. 
History and Western Civilization.  

 Learned to adjust my approach to individual students. 

 Met with professors and utilized their syllabus to design a method of reframing 
information to make it easier for the students to understand. 

Activities:  
Honors Program, History Club (President, one year, Vice President, one year), Misericordia Peer Tutor (one year), Law 
and Government Club, Honors Program class representative (four years), First Year Experiences class leader (one year), 
National History Honors Society (Alpha-Iota-Delta), Guaranteed Placement Program. 
 

Additional Work Experience: 
6/07-Present Maintenance Technician at Wesley Village Retirement Home, Pittston, PA 

 Responsible for building operations on the weekends. 

 Extensive experience dealing with people and finding creative solutions for problems.
 

Computer Experience: Microsoft Word, PowerPoint, Excel, Access, Internet/Email 

 

References:  Available upon request
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(Business Administration/Management Sample - Sample only please do not copy) 

Kinsey J. Thomas 
121 South 4

th
 Street | Lockwood, PA | 19103 

kthomas@misericordia.edu | 555-555-5555 

 

                                                                                       

Summary Of Qualifications: 

 

 A self-motivated and reliable business professional who always strives to improve.  

 Creative thinker who built a business plan and designed the Campus Economist magazine for a 

business course.   

 Strong leadership and organizational skills acquired through experiences as a team captain, through 

volunteer work and during professional development activities. 

 Confident in learning and adapting to new business applications. Computer experience includes 

Microsoft Office (Word, Excel, PowerPoint, Publisher)  

 

Education:  

 

Bachelor of Science in Business Administration and Management 

Misericordia University- Dallas, PA | GPA: 3.67 | May 2013 

 

Professional Experience: 

 

Loan Operations Internship | Luzerne Bank | Luzerne, PA | Summer 2012 

 Processed new commercial, personal and consumer loan applications. 

 Analyzed customer credit profiles and debt income ratios. 

 Prepared all monthly and quarterly reports for loan operations department. 

 Maintained loan documentation and ensured all insurances were up to date. 

 

Internship | F.M. Kirby Center | Wilkes-Barre, PA | Summer 2011 

 Assisted with ticket sales and ushering events. 

 Designed fliers and prepared mass mailings. 

 Updated website with most recent news and events. 

 

Additional Experience 

Server/Bartender | Madison’s Ale House and Grill | Betlap, PA | Summer 2011 

Server | Mamma Gambino’s Restaurant | Bellefonte, PA | Summers 2009 & 2010 

 

Professional Development: 

 

Guaranteed Placement Program 

 4-year Professional Development Program focused on career related activities including: 

Leadership/Resume Training, Diversity, Financial Education, and Professional Etiquette. 

 

Student-Athlete Advisory Committee (SAAC) 

 As a member of SAAC- Representative of the Misericordia Women’s Basketball Team to provide 

insight on the student-athlete experience and offer input on rules, regulations, and policies affecting 

NCAA student-athletes. 
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Kinsey J. Thomas Page 2 
 

Activities: 

 

Team/Leadership oriented: 

Misericordia Women’s Basketball Team (4 years) 

 Served as a captain- Junior and Senior year 

 Acquired skills to multi-task, overcome adversity, understand accountability and the importance 

of time management.     

 

Community minded: 

 Relay for Life participant 

 Volunteer for flood victims in Wilkes-Barre, PA 

 Centre County PAWS (Promotion of Animal Welfare and Safety) Volunteer 

 Voices Project 

 Leadership, Wilkes-Barre, PA 

 Special Olympics, State College, PA & Reading, PA 

 Back Mountain Chamber Business & Community Expo- Wilkes-Barre, PA 

 

Honors: 

 

 McAuley Community Service Award- Rewarded for outstanding community service 

 Academic Scholarship- Rewarded for commitment and excellent grade point average 

 Dean’s List- Academic excellence 

 Freedom Conference Women’s Basketball Tournament Most Valuable Player- 2011-2012 

 Freedom Conference Second-Team All-Conference- Sophomore & Junior Year 

 Freedom Conference Honorable Mention All-Conference- Senior Year 

 Middle Atlantic Conference Person of the Day- 3/5/2012 

 Freedom Women’s Basketball Player of the Week- 2/27/2012 

 

References: 

 

 Available upon request. 
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(Information Technology Sample - Sample only, please do not copy) 

 
Kinsey J. Thomas 
thomask@misericordia.edu 

555-555-5555 
Permanent Address:       Local Address: 

121 South 4th Street       Misericordia University 

Lockwood, PA 19103       301 Lake Street Box 10 
         Dallas, PA 18612 

 
Objective: 
To bring my bachelor’s degree in technology, leadership experience, and strong people and customer 

service skills to a position in Information Technology. 

 
Education: 
Bachelor of Science Degree in Information Technology, with a specialty in Management 
Information Systems 

Misericordia University, Dallas, PA (May 2010) 
 

Computer Experience: 
Microsoft (Windows XP, Vista, Word, PowerPoint, Excel, Access)  HTML 
Lotus (Word Pro, Freelance Graphics, 1-2-3)    Dreamweaver 

Internet/Email        Flash 
Java         Photoshop 

Cobol         PHP 
Visual Basic        SQL 

 

 

Work Experience: 
08/06-Present Work Study – IT Department, Misericordia University, Dallas, PA 

 Provide functional and technical support in response to requests from students, 

faculty, and staff. 

 Install, configure, monitor, and troubleshoot computers and related hardware on all 

OS. platforms, which include six student labs, classrooms, and computer work areas.   

 Configure and install new computer hardware including printers, scanners, and LCD 

and digital projection systems.   
 Troubleshoot, diagnose, and repair hardware problems. 

 Install and update software including Microsoft Office, Adobe CS3, SPSS. 

 

05/09-09/09 Intern, Lockwood Township, Lockwood, PA 
 Extensive modification and creation of new content for the website. 

 Surveyed internet and phone access points for phone system transfer.  

 Provide general technical support to township employees. 

 

05/08-09/08 Admissions Student Ambassador, Misericordia University, Dallas, PA 

 Led campus tours for prospective students and their parents. 
 Answered questions regarding the academic and co-curricular activities at 

Misericordia University. 

 Sent follow-up letters to parents of prospective students. 

 

Activities:   

Business Professionals Association 

Diversity/ Multicultural Club 
Campus Ministry Board 

Varsity Swim Team 

Pennsylvania Athletic Conference All-Academic Team, 2006-2010
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(Education Sample - Sample only, please do not copy) 
 

Kinsey J. Thomas 
Misericordia University, 301 Lake Street Box 10, Dallas, PA 18612 

(555) 555-5555 – kthomas@mail.com 

 
OBJECTIVE:  To utilize my field experience and background in child development in an elementary education 

 teaching position. 
 
EDUCATION:  Misericordia University, Dallas, PA (May 2008) 
   Bachelor of Science Degree in Elementary Education 
   Minor in Psychology, Content Area Major in General Science 
 
CERTIFICATIONS:  Pennsylvania Instructional I – Elementary Education (pending) 
   Pennsylvania Instructional I – Early Childhood Education (pending) 
 
PROFESSIONAL 
EXPERIENCE:  Student Teaching 
Spring 2008  Gate of Heaven       Dallas, PA – Kindergarten 
Spring 2008  Dana St. Elementary      Wyoming Valley West School District, PA – Grade 3 
 
   Field Placements 
Fall 2007   Chester Street Elementary      Wyoming Valley West School District, PA – Grade 1 
Spring 2007  Dana Street Elementary      Wyoming Valley West School District, PA – Grade 5, Science 
Spring 2007  Dallas Elementary       Dallas School District, PA – Grade 2 Junior Achievement 
Fall 2006   Schuyler Avenue School      Wyoming Valley West School District, PA – Life Skills Class 
Spring 2006  Dallas Elementary School      Dallas School District, PA – Grade 2 
Fall 2005   I’m Big Now Learning Center       Dallas, PA – Preschool 
 
WORK 
EXPERIENCE: 
09/06 – Present  Child Care Provider, Shapes Total Fitness, Inc., Dallas, PA 
06/06 – One Week  Camp Assistant, Wyoming Valley West/Misericordia University Summer Reading Camp, Dallas, PA 
12/05 – Present  Substitute Teacher, Roxbury Township Schools, NJ 
06/05 – One week  Camp Assistant, Wyoming Valley West/Misericordia University Summer Reading Camp, Dallas, PA 
12/04 – Present  Substitute Teacher, Byram Township Schools, Bryam, NJ 
06/00 – Present  Swim Instructor/Lifeguard, Jefferson Lakes County Day Camp, Stanhope, NJ 
 
PROFESSIONAL 
ACTIVITIES:  Misericordia University Education Club 
   Teacher Education Department Student Advisory Committee 
   Teacher Education Department Faculty Search Committee 
   Teacher Education Department Mission Committee 
   Kappa Delta Pi 
   Habitat for Humanity Collegiate Challenge     
                                               Misericordia University Campus Ministry Board 
 
AWARDS & 
HONORS:  Misericordia University Education Club President (2006) 
   Misericordia University Campus Ministry Board Co-coordinator (2006-2008) 
   Misericordia University Service Award (2006) 
   Dean’s List (5 semesters) 
 
TECHNOLOGY 
SKILLS:   Competent in Assistive Technology Hardware and Software, Windows, Microsoft Word, 

Microsoft Excel, Microsoft PowerPoint, Microsoft Publisher, Internet 
 
OTHER SKILLS:  American Red Cross Certified in Cardiopulmonary Resuscitation for the Professional Rescuer,  

First Aid, and Life Guarding 
 

mailto:kthomas@metmail.com
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(Government, Law and National Security Sample - Sample only please do not copy) 
Kinsey J. Thomas 

121 South Street | Lockwood, PA 19010 | 555-555-5555 | kthomas@misericordia.edu 

 
PROFESSIONAL SUMMARY

 
 Responsible, passionate and committed community minded professional eager to succeed in the Government, Law and National 

Security field.  

 Strong communication, management and team building skills acquired through experiences as a Peer Advocate, Judicial 

coordinator for student government, president of the Multicultural Club and volunteer activities. 

 Recognized as a motivated leader dedicated to achieving goals efficiently as the only student selected for the Misericordia 

University presidential search committee. 

  

EDUCATION  

Bachelor of Arts in Government, Law and National Security | Minors in Political Science and Social Studies  

Misericordia University, Dallas, PA May 2013 

 

INTERNSHIP 

 
Summer 2012  District Attorney Intern Luzerne County Courthouse   Wilkes-Barre, PA  
 Reviewed files for current and closed juvenile court cases  

 Contacted juveniles in current cases to provide them with information regarding their case  

 Utilized PMS software to access information for both juvenile and adult cases  

 Assisted the District Attorneys by gathering paperwork about their clients and prepared files to be taken to court  

 Updated successful, unsuccessful and in progress juvenile files  

 Organized a recognition breakfast for the Youth Aid Panel  

 Contacted new Youth Aid Panel members via phone and email; created and mailed information packets  

 Gained insight into the legal system by observing court proceedings and meeting with lawyers, judges and detectives at the court 

house and the FBI headquarters in Scranton, PA 

 

HONORS  

 
McAuley Community Service Award, Frederick and Sarah Joyce Gerrity Endowed Scholarship, Benedetti Scholarship, Student 

Government Association Scholarship Award, Leadership Award, Scholars in Service to Pennsylvania Education Awards, Clinical Lab 

Family Scholarship, Guaranteed Placement Program (GPP) - Fall 2009- Spring 2013, American Heart Association Award (2009-

2012), CPR Certification, Completion of Internship Certificate  

 

ACTIVITIES/VOLUNTEERING  

 
Judicial Coordinator for Student Government Association, Student of the Presidential Search Committee for the University, 

Multicultural Club – Secretary (2010-2011) and President (2011-2013), Misericordia Activities Committee – Vice President (2011-

2013), Safety Committee – (2011-2013), Peer Tutor, Habitat for Humanity, Multicultural Outreach, Big Brothers/Big Sisters, 

Homecoming Committee, Working in Soup Kitchens, Healthy Options Peer Educator, Orientation Leader, Substance Abuse Peer 

Educator, Wilkes-Barre City Junior Council, Mentoring and tutoring (children), Scholars in Service to Pennsylvania, Diversity Camp 

Counselor (2010-Present), Peer Advocates, Lake Street Elite – President (2012-2013), Registering people for the Heart Association, 

Sexual Assault Facts and Education Peer Educator 

 

RELEVANT COURSEWORK  

 
Law Seminar I & II, U.S National Security I, II & III, American Constitutional Law I & II, American National Government, Global 

Politics, Comparative Government, Ethics, Cultural Minorities, Contemporary Economics, Cultural World Geography 

 

WORK EXPERIENCE  

 
Safety Department Work Study (2011-2013); Human Resources Work Study (2010-2013); Admissions Ambassador (2011-

2013) - Misericordia University, Dallas, PA  
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(Health Care Management Sample - Sample only, please do not copy) 

     Kinsey J. Thomas 

 

121 South Street Lockwood, PA 19103 – 555-555-5555 – kthomas@mail.com 

 
Objective             

 

Motivated and creative business professional seeks marketing position within a healthcare organization. 

 

 

Education             

Misericordia University      Dallas, PA 

Bachelor of Science Degree in Health Care Management; specialization in Marketing (May 2010) 

 

 

Experience             
 

December 2008 – present Geisinger Hospital     Wilkes-Barre, PA 

Marketing and Public Relations Internship 

 Write press releases for distribution to local newspapers and media outlets. 

 Update “news” section of the Geisinger website. 

 Coordinate medical experts to engage with community groups via Speakers Bureau educational events.  

 

September 2007 – present Misericordia University      Dallas, PA 

Career Peer Assistant, Insalaco Center for Career Development 

 Critique and provide feedback on student resumes. 

 Conduct research and present information to professional staff members. 

 Create informational packets for career related workshops. 

 Contact students regarding important Guaranteed Placement Program updates. 

  

July 2004 – August 2007 Shelly’s Cafe       Pittston, PA 

Line Cook 

 Received weekly food orders from vendors. 

 Worked with entire line of cooks as part of a team. 

 Cooked food in compliance with PA state health regulations. 

 

Computer Skills            
 

Microsoft Office (Word, Excel, PowerPoint, Access), Front Page, Dreamweaver, Internet 

 

Honors and Activities           
 

 Dean’s List (6 Semesters) 

 Misericordia University Business Professional Association 

 Intercollegiate Leadership Wilkes-Barre (2008-2009) 

 American College of Healthcare Executives, Student Chapter 

 Misericordia University Food Committee 
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(Professional Studies/Interdisciplinary Studies - Sample only, please do not copy) 

 
Kinsey J. Thomas 

Misericordia University 
301 Lake Street Box 10 

Dallas, PA 18612 
kthomas@mail.com 

(555) 555-5555 
 

 
 
Objective: Multicultural, Spanish-proficient individual with teaching/tutoring experience seeking ESL teaching 

position in Spain. 
 
Qualifications Spanish-speaking, hardworking, excellent communicator who seeks multicultural environment. 
Profile:  2+ years experience tutoring in the areas of Writing, Psychology, and Physics.  

Social, outgoing with the ability to make learning fun. 
 
Education: Misericordia University, Dallas, PA 
  Bachelor of Science Degree in Professional Studies 

Major Focus: Health and Natural Sciences  Minor Focus: Social Sciences 
  Cumulative GPA 3.8/4.0 May 2008 
 
Honors:  Misericordia University Dean’s List/Honors Program 
  Sidney and Pauline Friedman Endowed Scholarship Recipient 
  National Spanish Exam – Honorable Mention 
  National Honor Society 
 
Employment: Misericordia University, Student Success Center / Admissions Department, Dallas, PA 

2006 – Present    Peer Tutor / Ambassador 
 Tutor students in Physics and Psychology 
 Facilitate collaborative sessions with students to help them improve their writing skills 
 Conduct tours of the campus to groups of families that range from 3 to 36 people 
 Assist with paperwork and office management 
 Schedule appointments and answer questions from the prospective students 

 
Study Abroad: 1 year in Barcelona, Spain (Spring, Summer, Fall 2005) Classes, studies included:  

Advanced Spanish Conversational and Composition, Intermediate Spanish, Organizational Behavior, 
Independent Study of Spanish Psychologist Dr. Emilio Mira y López, Modern Spain Economy, 
Society, and Institutions 

 
Volunteer: Northern Star Stable, Lake Winola, PA 
2007 Summer Pediatric Therapy Volunteer  

 Participated in a recreation and sport program focused on providing unique experiences 
with horses and nature in a camp setting for children with special needs. 

 Responsible for leading the horse in a controlled manner to benefit the child riding 
 Exercised and cared for the horses in order to keep them fit 
 

1996 Winter John Heinz Institute of Rehabilitation Medicine, Wilkes – Barre, PA 
  Geriatric Volunteer  

 Transported patients to and from physical therapy 
 Assisted physical therapists and nurses in their daily routine of patient care 

 
Computer 
Skills: Windows XP, Word, Microsoft Office, Programming in C & C ++, Sequitur 
 

 
References: Available Upon Request  

  
 
 

 

 



 56 

(Marketing Sample - Sample only, please do not copy) 

Kinsey J. Thomas 
Misericordia University 
301 Lake Street Box 10 

Dallas, PA 18612 
(555) 555-5555 kthomas@mail.com 

 
 

 

Advertising & Marketing Professional 
 

Professional Hands-on experience in e-commerce, brand development, and franchising in an international 
Summary:  company. Team-player who possesses leadership training and management experience. Excellent 

communication and people skills. 
  
Education: Bachelor of Science Degree in Marketing 

 (May 2013) Misericordia University, Dallas, PA (GPA: 4.0) 
 
Related Courses: Strategic Marketing   Product/Service Marketing 
  Sales & Sales Management   Advertising 
 
Class Presentation: “Forever Dishware” Advertising Campaign, L. Gentile, and K.J. Thomas 
 
Internship:              Ford Motor Company, Detroit, MI 
May 2012—August 2012 Marketing Intern 

 Implemented corporate-wide marketing initiatives, and assisted in developing 
regional sales and marketing plans. 

 Incorporated the e-commerce element into sales materials. 
 Assisted in developing franchising, vehicle brand development, and retail distribution. 
 Managed and updated social media networks that included Facebook and Twitter. 
 Used Google Analytics to create web statistics marketing reports. 

 
Other Experience:         Curry Donut, Hanover Township, PA 
2010 – Present  Manager 

 Train, supervise, and evaluate potential employees. 
 Evaluate applicants during hiring process. 
 Recommend changes, including new product ideas. 
 Handle books and monetary deposits. 

 
              Hanover Area Junior/Senior High School, Hanover Township, PA 
2010 – Present  Assistant Varsity Cheerleading Coach 

 Teach safe stunting techniques for local, state, and national competitions. 
 Prepare cheerleaders for upcoming football, basketball, and wrestling seasons. 

 Coordinate fundraising events. 
 Fulfill head coach’s duties during her absence. 

 
2009 – 2010  Head Junior Varsity Cheerleading Coach 

 Taught basic tumbling and stunting for cheering at more advanced levels. 
 Coordinated and budgeted all fundraising activities. 

 
Seminars Attended: Leadership Training   Team Building Training 
   Technology Training   Diversity Workshop 
   Professional Etiquette Workshop  Mock Interview Workshop 
 
Computer Skills: Microsoft Office, Power Point, Excel, Access, Dreamweaver 
 
Activities/Awards: Treasurer, Business Professional Association 

Representative, The Weekender 
 
Community Service: Weekend Volunteer, St. Vincent de Paul Soup Kitchen, Wilkes-Barre, PA 
   Peer Tutor, Luzerne County Community College, Nanticoke, PA 
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(Nursing Sample - Sample only, please do not copy) 

 
Kinsey J. Thomas 

Misericordia University 
301 Lake Street Box 10 

Dallas, PA 18612 
(555) 555-5555 kthomas@mail.com 

 
 

Objective: Nursing position within a hospital setting where I can gain knowledge and advance my technical 
skills to further my professional nursing career. 

 
Education:  
May 2008 Bachelor of Science Degree in Nursing, Misericordia University, Dallas, PA – GPA 3.45 
 
Licenses & CPR (2008)    Certified Nurses’ Aide (2006) 
Certifications: ServSafe (2004)    Child Abuse Prevention (2004) 
 
Honors: Sigma Theta Tau Honor Society 
 
Educational Experience: 
Spring 2007 Geisinger Hospital   Fall 2006 Mercy Hospital 
 Danville, PA      Wilkes-Barre, PA 
 Neonatal Intensive Care Unit    Medical-Surgical Unit 
        Pediatrics 
        Short Stay 
Spring 2007 Department of Health 
 Wilkes-Barre, PA 
 Community Health Teaching  Fall 2006 General Hospital 

        Wilkes-Barre, PA 
        Obstetrics 
Spring 2007        Northeast Health and Hospice    Community Health Nursing 
 Pittston, PA      Respiratory 
 Health and Hospice 
 

Employment: 
2004-present Certified Nurse’s Aide, Meadows Nursing Home, Dallas, PA.  

Provide care to residents to promote optimal well-being such as bathing, changing, feeding, and 
range of motion exercises. 

 
Summer 2004 Dietary Aide, Meadows Nursing Home, Dallas, PA.  

Provided care to residents with nutritious foods, prepared proportioned foods, worked on tray line, 

and special dietary needs of the residents. 
 
Summer 2003 Counselor, Head Waters Soccer Camp, Dallas, PA.  

Taught basic soccer skills to children. 
 
International, Service Leadership Experience: 
May-June 2005 Guyana, South America: Lived in Guyana for one month and volunteered at various sites. 

Mercy Hospital - Assisted Nursing Staff with daily activities, visited with AIDS patients, observed 
surgeries. 
 
The Red Cross - Engaged children in activities, changed diapers, and provided care. 
Also worked with boys and girls orphanages; visited a leprosarium and nursing homes.  

 
Volunteer Experience: 
Summer 2003 Into the Streets Volunteer for low income families: Painted houses, painted over graffiti. 
 
Activities: Captain, SUNY Varsity Soccer Team 
 Student Nurses’ Association of Pennsylvania 
 
References: Available Upon Request 

 

mailto:kthomas@tmail.com
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(Occupational Therapy Sample - Sample only, please do not copy) 
 

Kinsey J. Thomas 
Misericordia University, 301 Lake Street Box 10, Dallas, PA 18612 

kthomas@mail.com 
(555) 555-5555 

 

Objective: To be employed as an occupational therapist in a health care setting in order to help people              
develop, restore, or maintain the skills needed to enjoy a high quality of life.  

 
Education:  Master of Science Degree in Occupational Therapy (May 2008) 
 Bachelor of Science Degree in Psychology (May 2008) 
 Misericordia University, Dallas, PA 
 
Personal 
Experience: Level II Fieldwork 
 
Fall 2007 Pediatric School and Outpatient, Children’s Development Center, Williamsport, PA 

 Assessed, designed treatment plan, and performed treatment for children with Cerebral 
Palsy, Down Syndrome, ADHD, Autism, visual impairments, learning disabilities, and fine 
motor delays. 

 Interventions used included: range of motion, splinting, brushing, seating, and feeding 
adaptations, hand writing instruction and implementation, and modification of various 
pieces of adaptive equipment, as well as activities to improve posture, balance, mobility, 
communication, and fine motor skills. 

 
Summer 2007 Psychosocial Outpatient, Stationed Forward, Frederick, MD 

 Assisted adults with bi-polar disorder, schizophrenia, borderline personality disorder, 
major depression, schizoaffective disorder, as well as those that had substance abuse 
issues to manage their symptoms and develop skills for employment. 

 Conducted groups with High School students with emotional and behavioral disturbances 
to prepare for post graduate employment. 

 Assessment tools used included: in depth personal interviewing, COPM, Vocational 
Preference, Inventory, and Careerscope Interest and Aptitude Inventory. 

 
 Level I Fieldwork 
 

Spring 2006 Pediatric, school based, Hazelton Area School District, Hazelton, PA 
Summer 2005 Physical Disabilities, inpatient, Mercy Hospital, Special Care Unit, Scranton, PA 
Fall 2005 Physical Disabilities, inpatient, John Heinz Institute of Rehabilitative Medicine, Wilkes-Barre, PA 
 
 
Employment: Personal Care Assistant, Willow, PA 
2004 – Present Provide care for a multiple handicapped child. Tasks include feeding, grooming, dressing, and 

transferring child to and from surfaces, as well as facilitating a variety of exercises and activities to 
promote his physical and mental health. 

 
2002-2003 Receptionist, Dr. Albert Ingalls, Lewisburg, PA 

Scheduled appointments with patients and maintained records. 
 
 

Membership American Occupational Therapy Association 
& Activities: Track and Field, Misericordia University: Placed 3rd at the 2005 PA state championships, selected 

for the PAC all conference for the 2006-2007 season, participated in Eastern College Athletic 
Conference Championships, Wendy’s Restaurant Athlete of the Month. 

 
Cross Cultural Traveled to Nicaragua (2004) and Haiti (2005) to work with underprivileged children, elderly, and 
Studies: the poor.  
 
Honors: Dean’s List 
 National Art Honor Society 
 Psi Chi Psychology Honor Society 

mailto:kthomas@tmail.com
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(Occupational Therapy Sample - Sample only, please do not copy) 

Kinsey J Thomas 
121 South 4

th
 Street 

Lockwood, PA 19103 
kthomas@mail.com 

555-555-5555 

 
Objective: To obtain a position in a pediatric setting that will utilize my educational background and experience in 

occupational therapy to help children develop, restore, or maintain the skills needed to enhance their quality of life. 

 

Qualifications: Leadership ability, dedicated, hardworking, creative, organized, efficient, and skilled at building a 

patient/therapist relationship.   

 

Education:  Master of Science Degree in Occupational Therapy (May, 2010) 

                             Bachelor of Science Degree in Health Sciences (May, 2006) 

Minor in Psychology and Pediatric Specialization Certificate  GPA 3.65 

Misericordia University, Dallas, PA 

 

Experience: Level II Fieldwork 

 

Fall 2009 Pediatric, Children’s Hospital of Philadelphia, Philadelphia, PA  

 Spent 12 weeks rotating through Outpatient, International Adoption Clinic, and 

Neuromuscular Clinic. Observed Acute Care, Seating Clinic, and N.I.C.U. 

 Evaluated, assessed, designed treatment plans, and performed interventions for children 

with Cerebral Palsy, Muscular Dystrophy, Anoxic Brain injury, tendon transfers, 

Hemispherectomy, Progressive Cerebellar Atrophy, Autism/PDD, developmental delay, 

global delay, fine motor issues, visual perceptual and visual motor delays, sensory 

processing and modulation issues, and children who have been internationally adopted. 

 Occupation based interventions used include: activities to improve fine motor skills, 

social skills, motor planning, activities of daily living, visual motor and visual perceptual 

skills, attachment, transition movements, and functional mobility. 

 Assessment tools used include: The Peabody Developmental Motor Scales-2
nd

 edition, 

The Sensory Profile, Bruininks-Oseretsky Test of Motor Proficiency-2, Bayley Scales of 

Infant Development, and play based assessments.  

 Attended weekly intern modules related to splinting, fine-motor skills, sensory 

integration, aquatics training, traumatic brain injury, seating, positioning, and feeding.  

 Helped to coordinate and design activities for C.H.O.P International Adoption Clinic 

Family Fun Days and Kids Club social skills group. 

 Completed evidence based mid-term project on Importance of Healthy Attachment. 

 Completed comprehensive final project by helping to create an evidence based 

occupational therapy assessment for the Pediatric Multiple Sclerosis Clinic. 

 

Summer 2009 Physical Disabilities, Outpatient, Allied Services, Scranton, PA 

 Spent 12 weeks with a focus on neurorehabilitation, hand therapy, and pediatrics.   

 Evaluated, assessed, observed, designed treatment plans, and performed treatment for 

adults with CVA, brain tumors, spinal cord injury, traumatic brain injury, tendon 

transfers and repairs, UE fractures, Osteoarthritis, Carpal Tunnel, nerve injury, shoulder 

dislocations, medial and lateral epicondylitis, Reflex Sympathetic Dystrophy, and 

pediatric diagnoses such as Autism, ADHD, and developmental delay. 

 Occupation Based Interventions used included: range of motion, splinting, adaptive 

equipment, positioning, transfer training, modalities, increasing strength and endurance, 

ADL and IADL training, REO therapy, Bioness, Baltimore Therapeutic Equipment, work 

readiness, Saebo Flex, Interactive Metronome, Dynavision, sensory based activities, fine 

motor activities, handwriting activities, patient, family, and caregiver education. 

 Assessments tools used include: Jebson Taylor Hand Function Test, 9-Hole Peg Test, 

Box and Block Test, Semmes Weinstein, Fugl Myer, and Moberg Pick-Up.   
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Kinsey J Thomas                                            Page 2 

 

 

Level I Fieldwork 

Spring 2009  Physical Disabilities, John Heinz Inpatient Rehab, Wilkes-Barre, PA 

Fall 2008 Psychosocial, Veterans Association Medical Center, Wilkes-Barre, PA  

Spring 2008 Pediatric, school based, Scranton School District, Scranton, PA 

 

Employment: 

06/07-Present Teacher’s Assistant, Northeast Intermediate Unit, Archbald, PA 

 Assist teacher as needed in Autistic Support Class during ESY and substitute in a variety 

of settings that include autistic support, emotional support, and life-skill classrooms. 

 

09/07-Present Teacher’s Assistant for Occupational Behaviors, Intervention I, Pediatric Assessments,  

  Misericordia University, Dallas, PA 

 Assist teacher in preparing and running lab activities. 

 

09/07-Present      Work Study, Circle of Friends, Service Learning Department, Dallas, PA 

 Design life skill occupational therapy activities for the Circle of Friends program. 

 

05/02- Present Courtesy Booth Cashier, Quinn’s Supermarket, Archbald, PA 

 Supervise and manage other cashiers, count drawers, and handle customer complaints. 

 

06/06-09/08 Recreation Aide, Archbald Borough, PA 

 Supervised twenty five children between the ages of 5 to13 years and coordinated craft 

projects and games. 

 

01/04-09/07        Day Care Aide, Ann Marie’s Daycare, Jessup, PA 

 Supervised and cared for children between the ages of infants to 12 years. 

 

Activities: 

- American Occupational Therapy Association    - Pennsylvania Occupational Therapy Association  

               - Pi Theta Epsilon Honor Society (Secretary)       - Misericordia Cheerleading Squad   

- Learning Resource Center Peer Tutor                - Misericordia O.T. Student Ambassador 

- Occupational Therapy International Club          - MSOTA (Student O.T. Club) 

- Misericordia OT Summer Camp Facilitator      - Volunteer at C.HO.P Family Fun Days  

 

Cross Cultural Studies:    

 Study Abroad to Manchester, Jamaica to work with underprivileged children, adults, and elderly in January 

2009. 

 

Honors:       

 Deans List, Pi Theta Epsilon Honor Society- National Occupational Therapy Honor Society, Excellence in 

Athletics and Academics Award, Pennsylvania Occupational Therapy Association Student Representative 

 

References: Available upon Request 
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(Philosophy/Research Sample - Sample only, please do not copy) 
 
 
 
 
 
 
 
 
 
 
Objective:  To obtain a customer service position working with corporate management 

personnel which emphasizes my communication and people skills, as well as 
research and analysis abilities. 

 
Education:   

Misericordia University, Dallas, PA GPA: 3.55 
  Bachelor of Arts in Philosophy (May 2008) 
  Bachelor of Arts in English Literature (May 2008)  
 
Research: 

 Reasearch Assistant to Dr. Rebecca Steinberger at the British Library, 
London, England 

 Thesis: “Questioning the Pious Priest: The Representation of Clergy in 
Shakespeare’s Plays” (publication pending) 

 Paper accepted for publication titled “Possible Equivocation in Heidegger’s 
Phenomenology” in Juna Sophia (philosophy journal) in 2000 

 Three paper presentations for the Philosophy Club’s Student Colloquia 
 

♦ “Possible Circularity in Aristotelian Ethics: And a Possible Remedy” 
♦ “Possible Equivocation in Heidegger’s Phenomenology” 
♦ “Kant’s Rejection of Compatibilism and Incompatibilism: A Response to 

Allen Wood’s Article Kant’s Compatibilism” 
 

Honors: 
 All American Scholar (2005) 
 Dean’s List 
 Honors Program 
 Phi Delta Kappa – Philosophy Honor’s Society (Chapter President) 
 
Activities: 
 President – Philosophy Club 
 Assistant Editor/Writer – Instress (Literary Magazine) 
 Performer – Spring 2006 Play A Midsummer Nights Dream 
 Tutor – Philosophy and Literature 
 Student Representative – Misericordia University Learning Committee 
 Athletics – Varsity Men’s Soccer, Swimming, Lacrosse 
 
Computer 
Experience: Microsoft Word, Excel, Power Point, Front Page, Internet, Windows 95-XP 
 
References: Available Upon Request 
 
 

 

 

Kinsey J. Thomas 

121 South 4th Street 
Lockwood, PA 19103 
kthomas@mail.com 

(555) 555-5555 

mailto:kthomas@mail.com
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(Physical Therapy Sample - Sample only, please do not copy) 

Kinsey J. Thomas 
121 South 4th Street * Lockwood, PA 19103 * (555) 555-5555 * kthomsas@mail.com 

 

OBJECTIVE 
To obtain a physical therapy position in a rehabilitation hospital to utilize my skills in evaluating and treating patients 

with physical impairments, while continuing to develop my skills through continuing education. 

EDUCATION 
Doctor of Physical Therapy (December 2013) 

Bachelor of Science Degree in Biology (December 2010) 

Misericordia University, Dallas, PA 

Graduate GPA: 3.78/4.0 

PT Elective Courses: Maitland Method & Advanced Joint Mobilization, Soft Tissue Techniques, Functional 

Rehabilitation Techniques, Differential Diagnosis 

Certifications: Health Care Provider CPR and AED 

HONORS AND ACTIVITIES 
Alpha Chi Honor Society    Physical Therapy Club  Dean’s List 

American Physical Therapy Association  Varsity M Club President  Field Hockey Captain 

Academic Scholarships    Lupus Loop   AHA Heart Walk 

Pennsylvania Athletic Conference All-Academic Team                                     

National Field Hockey Coach’s Association Division 3 National Academic Squad  

VOLUNTEER   
Special Olympics “Healthy Promotions”  Misericordia University Physical Therapy Clinic 

Red Cross Blood Drive    Varsity M Club 

 

RESEARCH      
Surveillance of BMI in Children Attending 3

rd
 and 5

th
 grade in Small Urban Area of Pennsylvania 

Data collected, analyzed, and presented by group of student researchers 

CLINICAL EXPERIENCE   
Geisinger Inpatient Pediatric Unit, Danville, PA 

Pediatric Setting (Fall 2013) 

 Completed evaluations, re-evaluations, and treated patients with neurological disorders and orthopedic injuries 

 Documented examinations, re-evaluations, daily notes, and discharges 

 Practiced NDT and SI techniques 

 Observed Botox injections for spasticity, modified barium swallow, and a baclofen pump refill 

 Attended several inservices provided by the unit including Splinting 101, Feeding 102, INVACARE and 

FREEDOM Concepts Inc. demonstrations, and a webinar from the Brain Injury Association 

 Attended Ottobock workshop 

 Assessed patients using multiple outcome measures including the GMFM, PDMS-2, Early LAP, WeeFIM, and 

WeeFIM II 

 Participated in faculty meetings 

 Provided family, caregiver, and patient training prior to discharge to ensure safety 

 Assessed patient need for durable medical equipment 

 Observed in facility’s wheelchair clinic 
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Kinsey J. Thomas  
Page 2 

 
121 South 4th Street *  Lockwood, PA 19103 * (555) 555-5555 * kthomas@mail.com 
 

 

Georgetown University Hospital, Washington, D.C. 

Outpatient Orthopedic Setting (Summer 2013) 

 Completed evaluations, re-evaluations, and treated patients with neurological disorders, sports and work 

related injuries, and performed wound care. 

 Documented examinations, daily notes, discharges, referrals, and notes to other health providers. 

 Performed several manual techniques under the guidance of PNF, Paris, Maitland, and IPA certified physical 

therapists. 

 Participated in aquatic therapy, amputee support group, LSVT BIG, and Movement Disorder Clinic. 

 Practiced wound care by using MIST ultrasound and multitude of products and wrapping techniques. 

 Presented an in-service on “Disease - Specific Balance Scales”.   

 
Good Samaritan Hospital, Lebanon, PA 

Inpatient Acute Setting (Fall 2012) 

 Efficiently performed examinations and treatment bedside or in therapy gym, based on the specific patient 

population, varying from stroke, orthopedic, open heart, and systemic diseases. 

 Assessed patient need for durable medical equipment and appropriate placement at discharge. 

 Provided family training and patient education prior to discharge to assure patient safety. 

 Presented an in-service on “MRSA: Caution in Workplace.” 

 
Allied Services Rehabilitation Hospital, Scranton, PA 

Inpatient Subacute Rehabilitation (Summer 2012) 

 Carried out evaluations, screens, attended team meetings to discuss patient status, and utilized the FIM to 

determine appropriate discharge plans. 

 Attended aquatic therapy sessions, wheelchair workshop, and in-services on Bioness, differential diagnosis, 

and communicable disease. 

 Ordered appropriate durable medical equipment and assessed wheelchairs for needed adjustments. 

 Created a case study on a patient and followed their progress within the other health care domains. 

WORK EXPERIENCE 
Fall 2007, Spring 2009  Teaching Assistant, Gross Anatomy and Neuroscience 

     Misericordia University, Dallas, PA 

 

May 2007- July 2008  Physical Therapy Aide  

    Scranton Orthopedic Specialists, Scranton, PA 

 

Summer 2006    Field Hockey Camp Counselor, Misericordia Field Hockey Camp 

    Misericordia University, Dallas, PA 

 

Fall 2005, Spring 2006, 2009 Peer Tutor, Anatomy and Physiology, Psychology, American Government 

    Misericordia University, Dallas, PA 

REFERENCES 
Available Upon Request 
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 (Speech Language Pathology Sample - Sample only, please do not copy)    

KINSEY J. THOMAS 
121 4

th
 Street           kthomas@mail.com 

Lockwood, PA 19103         555.555.5555 

 

Objective                                                                                                                         
A clinical fellowship position that will utilize my educational background and experience in Speech-Language Pathology. 

 

Education                                                                                                           
Master of Science in Speech-Language Pathology (December 2010) 

Bachelor of Science Degree in Health Sciences (December 2010) 

Misericordia University, Dallas, Pennsylvania   GPA: 3.65 

 

Research                                                                                                                 
 Scaler Scott, K., Krokos, N., Smith, A., Fox, C., Cino, D., Thomas, K., & Kelly, R. (2010, April). Qualitative Analysis of Cluttering. 

A seminar presented at the annual convention of the Pennsylvania Speech-Language-Hearing Association, State College, PA. 

 

 Scaler Scott, K., Seybert, N., Thomas, K., Marks, K., Guy, K., & Winsock, K. (2010, April). Comparison of Communication in 

Triplets with Autism, Stuttering, and No Diagnosis. A seminar presented at the annual convention of the Pennsylvania Speech-

Language-Hearing Association, State College, PA. 

 

 Manasco, H., Rushmer, C., Corcoran, S., & Thomas K. (2009). Cognition, Language, and Functional Independence in an Adult 

Following a Childhood Right Hemispherectomy. A seminar presented at the annual convention of the American Speech & Hearing 

Association, New Orleans, LA.  

 

Clinical Experience                                                                                                            
Central Susquehanna Intermediate Unit, Sunbury, PA 

Student Clinician: School Setting   September 2010-December 2010 

 Provide diagnostic and therapeutic services to children and adults with Articulation disorders, Expressive & Receptive Language 

disorders, and Fluency disorders with diagnoses of Apraxia of Speech, Mental Retardation, Asperger’s Syndrome, and Autism 

Spectrum Disorders. 

 Completed paperwork including daily progress notes, write-up of standardized and informal testing, summary reports, and wrote an 

individualized education plan (IEP) to request student to receive Speech-Language Pathology services. 

 Worked as an itinerant with a variety of populations of students such as elementary, middle school, and transition to adulthood 

students ranging from ages 16-21 years old. 

 Presented students’ reasons and need for Speech-Language Pathology services in an IEP meeting with all members of the students’ 

district and family present.  

 Committee member for Brain Steps, a group that provides information about traumatic brain injuries to schools and families while 

following the progress and making arrangements for traumatic brain injury students in various school districts. 

 Utilized service delivery methods such as individualized pull-out, small group pull-out, collaborative/consultative-based, classroom-

based, and community-based therapy to treat students. 

 Adapted to the change in schedule quickly to meet the needs of all the students on the given caseload. 

 Attended workshops on alternative and augmentative communication, social skills strategies for asperger’s syndrome and autism, and 

safety care behavioral training when students are being aggressive.  

 

Magee Rehabilitation Hospital, Philadelphia, PA 

Student Clinician: Traumatic Brain Injury Unit & Spinal Cord Injury Unit, In-patient Acute Rehabilitation Setting  

May 2010-August 2010 

 Assessed and implemented treatment plans for adults with a wide range of communication, cognitive, voice, language, motor speech, 

and swallowing disorders. 

 Worked with patients that had tracheotomy tubes, ventilators, an alternative means for communication, traumatic brain injuries, 

spinal cord injuries, and strokes.   

 Responsible for completing all paperwork such as initial evaluation reports, revised weekly goals, updated weekly summary report, 

daily progress notes, videofluroscopy study reports, discharge summary reports, and conference reports during staff meetings on all 

patients on my caseload.  

 Multicultural patients were common in this facility which gave me applications on how to evaluate and do interventions  with 

sensitivity to the patients and their family’s needs.   
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 Utilized different instrumentations such as an electromyography, thermal-tactile stimulation, alternative and augmentative devices, 

and videofluroscopy studies to treat and diagnose patients.   

 Provided family teaching about all aspects of their loved ones deficits so that the family can facilitate their needs in all settings in 

everyday life.  

 Learned about how to provide and utilize vibroacoustic therapy and Rosenbek’s Integral Stimulation therapy with adults.  

 Presented on constraint induced language therapy to other clinicians on staff. 

 

St. Paul’s Lutheran Church, Misericordia University, Dallas, PA 

Student Clinician January 2010-April 2010 

 Effectively treated preschool children utilizing various techniques while engaging the children in activities. 

 Completed paperwork in a time efficient manner.  

 Utilized a program known as Sharepoint to calculate hours in my clinical practicum.  

 Supervisor utilized me as a fill-in for other student clinicians when they called in sick. 

 

Speech-Language and Hearing Center, Misericordia University, Dallas, PA 

Student Clinician September 2009-December 2009 

 Provided diagnostic services to children and adults with Voice disorders, Expressive and Receptive Language delay, and Articulation 

disorders.  

 Provide diagnostic evaluations utilizing the following instrumentation: Voice Evaluation Suite (VES), Phonatory Aerodynamic 

System (PAS), Consensus Auditory-Perceptual Evaluation of Voice (CAPE-V), and Voice Handicap Index (VHI-10), Rigid 

Stroboscopy, and Videoendoscopy.  

 Utilized various diagnostic assessments to gain knowledge in all areas of diagnosis.  

 

Speech-Language and Hearing Center, Misericordia University, Dallas, PA 

Student Clinician January 2009-May 2009 

 Created multiple therapy activities to facilitate client progression.   

 Responsible for completing treatment plans, lesson plans, SOAP notes, and progress notes in a timely manner. 

 Performed diagnostic evaluation and treated children with articulation disorders, expressive and receptive language disorder, and 

fluency disorders.  

 

Work Experience:                                                                                                         
February 2010-May 2010 Graduate Assistant, College of Health Sciences, Misericordia University, Dallas, PA 

January 2010-May 2010  Peer Tutor, Student Success Center, Misericordia University, Dallas, PA 

August 2007-August 2009 Bridge Leader, Learning Resource Office, Misericordia University, Dallas, PA   

January 2007-June 2007  Work Study, Admissions Office, Misericordia University, Dallas, PA 

October 2006-November 2006 Work Study, Development Office, Misericordia University, Dallas, PA 

 

Activities and Honors                                                                                                
Misericordia University  
Who’s Who Among Students in American Universities and Colleges (2010)   •  Highest Honors/Deans List (2007-present) •   

NSSHLA Member (2006-present)  •  Focus group member for the Strategic Planning Committee  (2008-2009)    •   Note Taker for the 

Disabled (2007-2009)   •   Big Brother/Big Sister (2007-2008) •  College Kids for Girls (2006-2007)  •   Lacrosse  (2006-2007) •   

Student Activities Representative (2006-2007)   •  Diversity Club (2006-2007)   •    McAuley Award  (2006-present)    

 

Computer Experience             
Microsoft Word, PowerPoint, Excel, Internet/E-mail, Sharepoint, Landro, SALT analysis.  

 
References available upon request 
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(Psychology Sample - Sample only, please do not copy) 

Kinsey J. Thomas 
Home:                                               Temporary: 
121 South 4th Street                                    Misericordia University  
Lockwood, PA 19103        301 Lake Street Box 10 
(555) 555-5555                       Dallas, PA 18612 
                                      kthomas@mail.com 
 
 

Qualifications Profile 
 

Highly motivated individual who understands human compassion and is dedicated to improving the daily lives of patients 
who are struggling with psychological disorders. Energetic and fresh professional who is ready to implement treatment 
plans designed by a certified counselor.  Experience working with clients of diverse age groups and backgrounds. 
 

Education 
 

Misericordia University                Dallas, PA 
Bachelor of Science in Psychology, 2008                   GPA 3.6 
 
Luzerne County Community College         Nanticoke, PA 
Associates in Applied Science in Human Services, 2005               GPA 3.6    
           

Research 
 

“Does Attractiveness Sell?: The Implications of Model Attractiveness in Advertising on Consumer Intent to Purchase”  
K. Thomas, J. Jones, M. Becker 
 
“Discovering Deception: The Efficacy of Nonverbal Cue Training on Detecting Deceit.” K. Thomas 

Honors/ Awards 
 

Misericordia University Dean’s List  
Luzerne County Community College, Magna Cum Laud 
Recognized for academic achievement in the National 2006 All American Scholars Collegiate Directory 

Experience 
 

NorthEast Counseling Services       Nanticoke, PA 
Intern, Caseworker                  Sept 2004 to May 2005 

♦  Provided care to mentally ill, emotionally disturbed, and mentally retarded patients. 

♦  Observed patients in order to detect behavior patterns and reported observations to psychiatric staff. 

♦ Participated in rehabilitation and treatment programs. 

♦  Maintained daily progress notes. 

♦ Created and implemented two activity sessions and assisted in the execution of morning group sessions. 

♦  Intervened to restrain potentially violent patient by verbal means required. 

Activities/Affiliations 
 
American Psychological Association – Student Member 
Psi Chi 
Psychology Club 

References 
 

Available Upon Request 
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(Medical Imaging Sample - Sample only, please do not copy)            

Kinsey J. Thomas, B.S.R.T.(R) 
kthomas@mail.com 

555-555-5555 

121 4
th
 Street  

Lockwood, PA 19103 

 

Objective: 
To obtain a full-time position in a facility that will utilize my education and experience in the field of Medical Imaging and 

allow further growth as a health-care professional.   

 

Education: 
Bachelor of Science Degree in Medical Imaging, GPA 3.72 

Misericordia University, Dallas, PA (December 2008) 

Honors Program 

 

Clinical Experience: 
08/08-12/08  Minor Rotations, CT Concentration, Geisinger Wyoming Valley Medical Center, Wilkes-Barre, PA 

 Experienced multiple modalities including 160 hours in Nuclear Medicine, 96 hours in CT, 64 hours in Cardiac 

Catheterization, 64 hours in O.R.,64 hours in MRI, and 32 hours in US 

 Gained experience performing CT scans on both GE and Toshiba scanners 

 

01/08-08/08  X-ray Clinical Experience, Geisinger Wyoming Valley Medical Center, Wilkes-Barre, PA 

 Performed radiographic examinations in general x-ray, fluoroscopy, and O.R.  

 Completed all needed radiography competencies 

 Utilized Fuji CR system 

 

01/07-12/07  X-ray Clinical Experience, Hazleton General Hospital, Hazleton, PA 

 Performed radiographic examinations in general x-ray, fluoroscopy, and O.R. 

 Obtained numerous radiography competencies 

 Utilized Kodak CR system 

 

Work Experience: 
03/08-Present CT Aide, Geisinger Wyoming Valley Medical Center, Wilkes-Barre, PA 

 Prepare CT drinks and provide instructions to patients 

 Order scans on computer system 

 Assist patients in getting on and off table 

 Transport ER patients to and from CT room 

 

05/06-08/08  Deli Clerk, Weis Markets, Lockwood, PA 

 Operated slicer to cut meats and cheeses as ordered by customers 

 Operated fryer and rotisserie oven to prepare various items 

 Cleaned deli prior to daily closing 

 

08/05-12/06  Work Study, College Misericordia Central Support Office, Dallas, PA 

 Answered phone in order to assist students in accessing online portal 

 Replied to voicemails and emails to help students resolve issues in accessing CM Central 

 Distributed, via online portal, targeted announcements, and emails 

 

Honors/Activities:  Dean’s List, Pennsylvania Alpha Chapter of Lambda Nu, Academic Scholarship, McAuley 

Leadership Scholarship, Mission Award, Medical Imaging Club, Woodwind Ensemble, Jazz Ensemble, Liturgical Choir 

 

Computer Experience: Microsoft Word, PowerPoint, Excel, Internet/Email, RIS, HIS, PACS 

 

References: Available upon request 
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(Social Work Sample - Sample only, please do not copy) 

Kinsey J Thomas 
kthomas@mail.com 

555-555-5555 
Permanent Address:        Local Address: 
121 South 4

th
 Street        Misericordia University 

Lockwood, PA 19103           301 Lake Street Box 10 
          Dallas, PA 18612 

 
Qualifications Profile:  

Ambitious, goal-oriented, advocate, and leader in search of a community-based organization to 
further my skills. Experience working with at-risk populations including homeless, mentally ill, and 
Children and Youth. Well-versed in performing needs assessments. Demonstrated skills in 
networking, arranging speakers on campus, fund raising for local agencies, and empowering and 
engaging others. Recipient of various awards for involvement in social justice issues during 
college. 

 
Objective: To obtain a position that will utilize my educational background and experience in social work and 

mental health interventions. 

 
Education: Bachelor of Social Work with a Certificate in Mental Health Interventions. GPA 3.8, 

Misericordia University, Dallas, PA (May 2009)  
 

Work Experience: 

 
Fall 2008-  Luzerne County Children and Youth, Wilkes-Barre, PA 
Spring 2009  Student Intern  

 Assisted families one on one to ensure effective service delivery 

 Supervised parent-child visitations 

 Assessed homes for safety of child  

 Conducted follow-up phone calls to connect families with other social service agencies  
 
Fall 2007  Clear Brook Lodge, Shickshinny, PA 
   Student Intern  

 Performed Family Intake Interviews 

 Prepared and carried out group therapy sessions 

 Arrange home health care for clients when necessary 
 
Fall 2006  REACH Program of Saint Stephen’s, Wilkes-Barre, PA 
   Student Intern 

 Assisted food pantry organization and distribution 

 Organized Awareness activities on campus 
 

08/06 - 10/08  Misericordia University, Dallas, PA  
   Resident Assistant 

 Resource, Educator, Mentor, Role Model to Freshman Residents 

 Leader along with seven member team 

 Completed Monthly Programming goals 

 On Call, on duty throughout month 
 

Activities: Resident Assistant, Social Work Club (President; 2007 & 2008), Social Work National Honor Society 

(Alpha Delta Mu), Ally (Chair), Circle K, Peer Tutor, Cougars for Change, Misericordia University Leadership Award 2007 
& 2008, Scholar in Service to Pennsylvania, Counseling Center Student Advisory Board, Intercollegiate Wilkes-Barre 
Leadership, University Status Committee, Dean’s List (8 semesters), Who’s Who Among American Universities 
 

Computer Experience:  
   Microsoft Word, Windows ’98, PowerPoint, Excel, Internet/E-mail, CAPS System 
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(Sonography Sample - Sample only, please do not copy) 
Kinsey J. Thomas 
121 South 4th Street 
Lockwood, PA 19103 

555-555-5555 
kthomas@mail.com 

 
Qualifications Profile:  Clinical and academic experience in diagnostic medical sonography. 
Proficient in performing abdominal, superficial, obstetrics, gynecological, and vascular exams 
using facility protocols and various equipment.  
 
Objective:  To secure a position that will utilize my strong diagnostic medical sonography 
scanning skills, and challenge my academic background at an in-patient and/or out-patient facility. 

 
Education:   

  Certificate in Diagnostic Medical Sonography (March 2011) 
  Misericordia University, Dallas, PA GPA: 3.4 
 
  Associate Degree in General Studies (May 2009) 
  Luzerne County Community College, Nanticoke, PA 
 

American Registry Diagnostic Medical Sonography (ARDMS) eligible March 2011 
 

Awards/Activities: 
 Three time recipient of the Charlotte Newcombe Scholarship 

 Northeastern Pennsylvania Society of Ultrasound member 
 Society of Diagnostic Medical Sonography member 

 
Clinical Experience: 
(Fall 2008- present) Geisinger Wyoming Valley Hospital, Wilkes-Barre, PA 

 Performed Abdominal, Ob/Gyn., Superficial, and Vascular exams 
 Experience in Arterial Doppler using Parks equipment 
 Assisted in interventional procedures 
 Experience using a PACS system for documenting patient exams 

 
(Fall 2008)  Geisinger Maternal Fetal Medicine, Danville, PA 

 Assisted and performed with high risk obstetric  
 Worked alongside a Perinatologist     

 
(Summer 2008) Pocono Medical Center, East Stroudsburg, PA  

 Independently performed Abdominal, Ob/Gyn., Superficial, and Breast exams  
 Assisted the radiologist with interventional exams such as thyroid and liver biopsies 
 Experience using a PACS system to document patient exams 

 
Additional Employment: 
Assistant BioLab Technician Wilkes University     08/03 – 06/09 
Customer Service Rep.  Cigna Healthcare     07/00 – 06/01 
Medical Assistant  Interstate Blood and Plasma   11/99 – 07/00 
 
References: Available upon request 
  
 

 

mailto:KristineJackson@netscape.com
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(Sports Management Sample - Sample only, please do not copy) 

Kinsey J. Thomas 
Misericordia University, 301 Lake Street, Dallas, PA 18612 (555) 555-5555  kthomas@mail.com 

 
 
Objective: To contribute a can-do attitude, creativity, and passion for sports to a position with the 

Philadelphia Eagles. 
 

Qualifications  Enthusiastic, ambitious team-player who possesses a strong willingness to learn about the 

Profile: sports industry in any and all capacities. Experience in successfully managing multiple projects. 

Demonstrated organizational and project management skills, as well as excellent written and 

verbal communication skills. 

  

Related Work Experience: 

Wilkes-Barre/Scranton Penguins, Intern, August 2008 – December 2008 

 Assisted with various department projects, including season ticket packages/promotions, Robo Reader 

Program, and other promotional packages. 

 Facilitated game day activities and events, including: Dirtiest Car Photo, Moving On Up,                     

Game Give-Aways, intermission games, and pre-game preparations. 

 Used programs such as Sales Genie to generate new contact lists for promotional events and ticket 

packages. 

 Delivered and picked up packages for team from area businesses. 

 

Philadelphia Eagles, Philadelphia, PA, Corporate Sales/Service Intern, May 2007 – August 2007  

 Assisted the Manager of Corporate Services in all aspects of coordinating overall corporate partnership 

servicing. 

 Researched company products, demographics, taglines, and brands. 

 Distributed materials to sponsors. 

 Assisted with sponsorship fulfillment/coordination. 

 Aided in developing and executing marketing programs. 

 

AVP Brooklyn Open, New York, NY, Volunteer, August 2006 

 Assisted with both on-court and off-court duties, including: registration, scheduling, retrieving balls, 

maintaining score cards, and acted as a stand-by for line referees. 

 

Education: Bachelor of Science Degree in Sports Management with a Minor in Marketing  

May 2008, Misericordia University, Dallas, PA GPA 3.93 (Dean’s List 5 Semesters) 
 

 

Related Coursework: Sport and Event Facility Management Organizational Behavior 

  Sport and Athletic Administration  Principles of Management 

  Basic Computer Technology  Essential Communications           

 

Professional  Guaranteed Placement Program, Fall 2004 – Spring 2008 

Development:  4-year Professional Development Program focused on career-related skills 

including training in Leadership, Diversity, Networking Skills, Professional 

Communication, Entrepreneurship, Interviewing, and Professional Etiquette 

    

Awards and Activities: Misericordia University Dean’s List – (5 Semesters) 

  Misericordia University Scholar Athlete in Cross Country – (4 Years) 

  PAC All-Academic in Cross Country – (3 Years) 

  2
nd

 Team All-PAC (Junior Year) 

  Academic Scholarship; McAuley Service Scholarship 

Capitan of the Varsity Cross Country Team,  

Volunteered for Toys for Tots at YMCA, Intramural Athletics 

 

Computer Skills: Microsoft Word, Excel and PowerPoint, Internet 
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(English Writing/ Publishing Sample - Sample only, please do not copy) 

Kinsey J. Thomas 
121 South 4

th
 Street 

Lockwood, PA 19103 

(555) 555-5555 

kthomas@mail.com 

              
 

Objective To utilize my writing and editorial skills in order to obtain an entry-level position in the editorial 

   department of a publishing firm. 

              

 

Education Bachelor of Arts 

  Major: English, emphasis in Professional Writing  Cumulative GPA:  3.7/4.0 

 Minor: Communications    GPA in Major:  3.9/4.0 

Misericordia University, Dallas, PA, May 2013 

              

 

Publication The Highlander, campus newspaper, Misericordia University 

Experience News Editor    January 2009 – present 

   

 Conceptualize, assign, write, and edit news stories for weekly paper 

   Meet increasing design and content needs, facilitating transition from tabloid to broadsheet 

  format 

 Increased average number of news stories covered per issue from less than 3 to 4.4 

 Employ and supervise staff of approximately 12 news writers 

 Lay out all new pages using QuarkXPress 9 

 

Assistant News Editor   January 2009 – December 2009 

  Copy Editor, Staff Writer   September 2008 – December 2008 

 

   Expanded and polished writing and professional skills by covering a variety of news stories, 

  including community and in-depth pieces 

 Edited all copy for clarity, grammar, and style 

 

Misericordia Today, campus magazine, Misericordia University 

Internship    Spring 2005 

 

 Worked with writers in editing and polishing selections for publication in magazine 

 Interviewed faculty and staff, wrote articles for magazine 

 Oversaw two-person layout and design team 

 Oversaw photography and photographed people and events for magazine 

 Arranged for production with professional printing firm and handled distribution 

              

 

Office  JCPenney Styling Salon, Wilkes-Barre, PA 

Experience Receptionist    Summer and holidays, 2006-2010 

 

   Answered calls and handled daily schedules for approximately 45 employees 

   Greeted customers and performed as liaison between employees and customers 

              

 

Honors   Mary McDermott Klatt '54 Memorial Scholarship  Dean’s List 6 Semesters 

And Awards  Bookstore Award 

              

 

Computer IBM and Macintosh literate, Microsoft Word, QuarkXPress, Lotus Ami Pro, Word Star, 

Skills  WordPerfect, typing 60 wpm 
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(Mathematics Sample - Sample only, please do not copy) 

 

Kinsey J. Thomas 
141 South 4

th
 Street 

Lockwood, PA  19103 

555-555-5555 

kthomas@mail.com 

 

Objective: To further my background and experience in Industrial Engineering by attending a 

graduate program in the field. 
 

Education: Bachelor of Science Degree in Mathematics (December 2010) GPA 3.51/4.00 

Misericordia University, Dallas, PA 
 

Related   Calculus I, II, & III    Abstract Algebra I & II  Computer Programming 
Coursework:  Physics I & II  Linear Algebra   Computers for Scientists 

   Statistics  Chemical Principles I& II  Real Analysis. 

Differential Equations Organic Chemistry I & II.  
 

Internship    

Experience:  Intern, Diversified Information Technologies, Scranton, PA (05/10- 08/10) 

   ● Computed office statistics. 

   ● Entered information into company data bases and analyzed results. 

   ● Helped devise new, more efficient systems to implement in the work place. 

 
Institute for Public Policy and Economic Development, Wilkes-Barre, PA (06/09- 08/09) 

   ● Used the computer program SPSS to statistically analyze survey information. 

   ● Completed narratives utilizing SPSS data. 

   ● Collected and analyzed survey responses from different regions of the state. 

  

Work     
Experience:  Peer Tutor, Misericordia University, Dallas, PA (02/08- Present) 

   ● Completed 150+ hours of tutoring. 

   ● CRLA certified. 

● Tutoring students in Mathematics classes, including Statistics and Calculus 1 

   ● Attending various educational and informational training workshops.   

  

Awards &  Misericordia University Honors Program  

Honors:  Author of Honors Capstone Research paper on Catalan Numbers 

   Misericordia University Chapter of Kappa Delta Pi Honor Society (Education) 

Presidential Academic Scholarship 
Scholar Athlete Award  

Misericordia University Dean’s List (4 Semesters) 

Who’s Who Among America’s College Students 

Misericordia Staff Council Student Service Award 

 

Professional  Misericordia University Math Club (Secretary) 

Activities:  Misericordia University Chemistry Club 

Service Trip to Georgia, Spring 2010 

Orientation Leader for Misericordia University Freshmen 

Misericordia Education Camp Counselor 

Guaranteed Placement Program Professional Development Workshops 

Pennsylvania Governor’s Conference for Women, Participant 

Misericordia University Women’s Swimming Team 
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(Athlete-focused Sample - Sample only, please do not copy) 

KINSEY J. THOMAS   
 

QUALIFICATIONS PROFILE  
Highly creative individual with extensive leadership experience seeking a full-time position in the field of public relations or 

marketing. Strengths include:  

 Self-motivated, energetic, able to take on new challenges. 

 Dynamic leader who communicates well in a team environment. 

 Strong time management skills and ability to multi-task.  

 
EDUCATION  
Bachelor of Science Degree in Business Administration with a minor in Marketing  

Misericordia university, Dallas, Pa (May 2013)   

 

RELEVANT COURSEWORK  
• Marketing Research   • Strategic Marketing    • Sales and Sales Management     
• Channel Strategies   • Pricing Strategies   • Promotion and Advertising   

 
RELATED EXPERIENCE  
MARKET RESEARCH 450, Misericordia University, Dallas, PA (Fall 2012)  

 Collaborated with classmates and local Fortune 500 company to perform market research.  
 
STRATEGIC MARKETING 403, Misericordia University, Dallas, PA (Spring 2013)   

 Worked with project team to create marketing plan for local small business. 
 

OFFICE OF ATHLETICS, Misericordia University, Dallas, PA (Spring 2012-Present) 

 Blog about Women’s Basketball; write stories for coach about women’s basketball for Athletics Newsletter in coordination 
with the Sports Information Office.  

 Actively monitor, interact on the Facebook and Twitter accounts for Women’s basketball. 

 Recruit prospective students in cooperation with women’s basketball coach; personally hosted 5 potential students 
overnight with 3 deciding to attend Misericordia. 

 Conduct tours of campus in cooperation with Admissions office for potential students and their families. 

 Volunteered in the BuddyWalk, Adopt-A-Family, Katrina Flood Clean-Up, Dallas Harvest Festival. 

 Athletic Department WorkStudy: Send letters to prospective student athletes; enter prospective athlete information into 
recruiting database system; inventory practice gear. 
   

LEADERSHIP EXPERIENCE 
MISERICORDIA STUDENT ATHLETE ADVISORY COMMITTEE, Dallas, PA 2010-present 

 Secretary of this Committee.  

 Coordinated on-campus Diversity Workshop.  

 Contributed to newsletter for student-athletes.   
 
MISERICORDIA UNIVERSITY WOMEN’s BASKETBALL TEAM, Dallas, PA 2010-present  

 Team Captain 2011-2012 season; Gained valuable leadership and team-building experience.  

 Devoted 20-30 hours per week while carrying full course load including but not limited to practice, study hall, lifting, and 
reviewing game film in order to prepare for opponents and to evaluate myself as well as my team members. 

 
SERVICE PROJECTS 
 COACH A’s BASKETBALL CAMP, Misericordia University, Dallas, PA 2009-present  

 Teach fundamentals of basketball to school-aged children. 

 Lead small group workshops to provide students with refined skills training.  
LEMOST STREET ELEMENTARY SCHOOL, Milson, NJ 2007-2009  

 Volunteer classroom helper and youth mentor.  
SAAC, STUDENT ATHLETIC ADVISORY COMMITTEE, Misericordia University, Dallas, PA  

 Raised over $800 for Haitian relief efforts; obtained over 300 cans of food for PA charity as part of this committee.  
 

HONORS/AWARDS:  Most Valuable Player 2011 | ECAC Scholar Athlete of the Year 2010 | Wendy’s Athlete of the Year 2011 

• 121 4
th
 Street, Lockwood, PA 19103 • 555.555.5555 • kthomas@mail.com 
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(Physician Assistant Sample - Sample only, please do not copy) 

Permanent Address        Kinsey J. Thomas            Local Address 
121 South 4

th
 Street                  thomask@misericordia.edu              Misericordia University, Box 111 

Lockwood, PA  19103                                570-555-555               301 Lake Street, Dallas, PA 18612 

 
      

Objective 

To obtain a position as a Physician Assistant in an environment that promotes opportunities for growth and provides 

challenges that foster my development as a clinician. 
 

 

Education 

Master of Science Degree in Physician Assistant Studies (May 2015) 

Bachelor of Science Degree in Medical Science with a minor in Biology (May 2014) 

Misericordia University, Dallas, PA 

 

Clinical Experience 

Completed clinical clerkships in the following setting:    

 General Surgery  Teeks Medical Center, Lancaster, PA 

 Pediatrics  Books County Family Health Services, Gorham, PA 

 General Medicine Upper Delaware Valley Hospital, Colebrook, PA 

 General Medicine Teeks Medical Center, Lancaster, PA 

 Orthopedics  Malpine Clinic, Franconia, PA 

 Emergency Medicine George Elliot Hospital, Manchester, PA 

 Women’s Health Teeks Clinic, Whitefield, PA 

 Internal Medicine Hartmouth Hickney, Lebanon, PA 

 Psychiatry  Center for the Management of Eating Disorders, Bedford, PA 

 

Honors/Activities 

 PA Member, Physician’s Assistant Club 

 Guaranteed Placement Program, 4-year Undergraduate Career Development Program  

 Spirit Committee Member, Misericordia Spirit Committee   

 Intramural Sports, Misericordia Intramural Sport Clubs  

 Biology Club 

 TriBeta Biological Honor Society 

 Misericordia University Scholar Athlete Award 

 McAuley Leadership Scholarship 

 Presidential Academic Scholarship 

 

Volunteer Activities  

 Alternative Spring Break Service Trip to Spokane, WA (March 5-9, 2012) 

 CAC member, Colleges against Cancer Club (August 2011-May 2014) 

 Camp Cleaning Committee, Orchard Hill (August 2011) 

 Tutor at the McGlynn Learning Center for children 8-18 years old (January 2012-May 2014) 
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Certifications/Memberships  

 BLS, ACLS, HIPPA, OSHA 

 American Academy of Physician Assistants (AAPA 2011 – Present) 

 American Association of Surgical Physician Assistants (AASPA 2011 – Present) 

 New Hampshire Society of Physician Assistants (NHSPA 2011 – Present)  

 NCCPA registration and licensure eligible in June 2015 

 

Work Experience 

Work Study, Library, Misericordia University, Dallas, PA     Sept 2010- Present 

 Completed tasks for the library director and her secretary 

 

Tutor, Student Success Center, Misericordia University, Dallas, PA   August 2011 - Present  

 Tutored students in the following courses: Introduction to Chemistry, Introduction to Organic Chemistry, and 

Introduction to Psychology 

 

Cashier/ Front End Manager, Thomas’ Foodtown, Dallas, PA   August 2010- Present 

 Handled customer’s concerns and completed daily and/or nightly deposits 

 

References available upon request 
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(Curriculum Vitae Sample - Sample only, please do not copy) 
 

Curriculum Vitae  

 

Kinsey J. Thomas 

 

Personal Information 

 

121 South 4
th

 Street       

Lockwood, PA 19103       

kthomas@mail.com       

555-555-5555 

 

Education 

 

May 2013   B.S., Psychology, Misericordia University 

    Certificate in Mental Health Interventions (Adult and Child Specializations) 

    GPA: 3.87 (major), 3.82 (cumulative)  

 

 

Honors and Awards 

 

Psi Chi, The International Honors Society in Psychology (2012-Present) 

Misericordia University Leadership Award (Spring 2011) 

Dean’s List (Fall 2009-Present) 

Misericordia University Honors Program (Fall 2009-Present) 

 

Coursework 

 

Social Psychology, Child and Adolescent Psychology, Child Psychopathology, Child Interventions, 

Psychopathology, Cognitive Psychology, Research Methods in Psychology, Advanced Research Methods, 

Statistics, Biological Psychology, Psychopharmacology 

 

Clinical Experience 

 

Cornerstone Counseling and Consulting: Dallas, PA 

 Practicum Intern (August-December 2012): Completed a 100 hour internship over 14 weeks and 

observed a variety of therapeutic techniques and disorders including borderline personality 

disorder, autism spectrum disorders, posttraumatic stress disorder, depression, and oppositional 

defiant disorder. They specialize in the treatment of complex trauma and offer services for 

children and adults. Observed play therapy including sand tray therapy, as well as cognitive 

behavioral therapy and dialectical behavioral therapy.  

 

Child Interventions Service Project  

 Course Experience (January 2012-May 2012): Worked with a local family experiencing difficulty 

with a child as part of a Child Interventions course. Completed a clinical assessment of school-

aged girl and her family including parent interviews and child observation.  Created and delivered 

one-hour parenting workshop to educate the family on techniques they could use to increase 

communication and work on changing problem behaviors. 
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Research 

 

Honors Program Bullying Project (August 2012-December 2012) 

 Proposed and completed a qualitative research project in conjunction with a local elementary 

school on the topic of bullying. Gathered perspectives of students and teachers via structured 

interview and perspectives of parents via e-mailed questionnaire. Data gathered in the interviews 

and questionnaires was analyzed for prevalent themes. 

 

 

Group Research in Psychology: Misericordia University, Dallas, PA (January-May 2011) 

 Proposed and conducted an original research project to explore the effects that shirt color has on 

perceived personality traits. The purpose was to determine if college aged participants would 

judge a person differently based on the color shirt they were wearing. The project included a 

review of relevant literature, data collection, data entry, and analysis using SPSS. This project was 

presented at the Misericordia University Student Research Day in May 2011. 

 

 

Presentations 

Thomas, K. (2012, November). Exploring the differing perspectives of bullying in students, parents, and  

teachers. Paper presented at the Honors Program Colloquium, Misericordia University, Dallas, 

PA.  

 

Thomas, K., Smith, D., North, K., Jones, K. (2011, May). Battle of the spectrum: The  

effects of t-shirt color on perceived personality characteristics. Poster presented at the 

Misericordia Student Research Fair, Misericordia University, Dallas, PA. 

 

 

Computer Skills 

 

Microsoft Office (Word, Excel, PowerPoint) 

Windows & Mac 

SPSS 

PsychARTICLES, PsychINFO, EBSCO 

 

Service/Leadership 

 

Blind and Vision Rehabilitation Services of Pittsburgh: Volunteer (Summer 2007-Summer 2010) 

Tutoring: CRLA Level 1 Certification (November 2009- Present) 

Sexual Assault Peer Educator (April 2010-October 2011) 

Active Minds (August 2010-May 2011; Co-Founder & Co-President)  

Intercollegiate Leadership Wilkes-Barre Program (September 2010-March 2011) 

 

Professional Development 

 

National Remotivation Therapy (Spring 2012) 

Safe Space Training (Fall 2011) 

Self-Injurious Behaviors Workshop (November 2010) 

Active Minds Conference (November 2010) 

Victims Resource Center Training (September 2010)  
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APPENDIX D   
 
 
 
 
 

Reference Page 
 
 
 
 
 

Remember not to submit a reference page with your resume. It should only be submitted to the 
employer when requested. Three references are usually enough, and early on in your career, 

you may only be able to procure one professional reference. In that case, an academic 
reference and a personal reference can fill in as the other two.  

 
No matter who your references are, they should always be able to support your application and 

talk about your work experiences and skills. Be sure to get permission from those individuals 
you choose and let them know when you do use their name, so they won’t be surprised when 

contacted by an employer.  
 

Your reference page should follow the format of your resume and should be printed on resume 
paper. See the examples on the next pages of what your reference page may look like. 
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References 
Kinsey J. Thomas 

121 South 4th Street 
Lockwood, PA 19103 

(555) 555-5555 

kthomas@mail.com                                                                                         
 

             
 
Christine Jones, Director of Marketing, SSC Communications Firm 
333 South Main Street 
Philadelphia, PA 18618 
Tel. (555) 555-1122 
cjsmith@ssc.com 
 
 
Sarah T Iverson, Assistant Vice President, ICCD Marketing 
234 South Street 
Philadelphia, PA 18618 
Tel. (555) 555-1111 
stivers@iccd.net 
 
 
Carey T Carpenter, Professor of English, Misericordia University 
301 Lake Street 
Dallas, PA 18612-1090 
Tel. (555) 674-6655 
ccarpent@misericordia.edu 
 
 
Thomas A Thomas, family friend 
555 Carey Avenue 
Wilkes-Barre, PA 18702 
Tel. (555) 570-8888 
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References 
Kinsey J. Thomas 

Permanent Address:         Local Address:  

121 South 4
th

 Street              301 Lake Street, Box 10 

Lockwood, PA 19103        Dallas, PA  18612 

(555) 555-5555         kthomas@mail.com 

        

 

Christine Jones, Physical Therapist, Philadelphia Memorial Hospital  

Outpatient Physical Therapy Department 

106 Hospital Drive 

Philadelphia, PA  19103 

Tel. (555) 555-0000 

 

Greg Keeler, Physical Therapist, EMH Sports Medicine and Rehabilitation 

7600 Center Ridge Road 

Cleveland, OH 00000 

Tel. (555) 555-1212 

 

Angela Thomas, Physical Therapist, Wyoming Valley Health Care System 

Physical Medicine Department  

555 North River Street 

Wilkes-Barre, PA  18764 

Tel. (555) 555-5556  

 

Michael Moore, Physical Therapy Professor, Misericordia University 

301 Lake Street 

Dallas, PA 18612 

Tel. (555) 555-6464 

mmoore@misericordia.edu 

 

Maurene Smith, Physical Therapy Professor, Misericordia University 

301 Lake Street 

Dallas, PA 18612 

Tel. (555) 555-6258 

msmith@misericordia.edu 
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APPENDIX E   
 
 
 

 Non-traditional Student Resumes 
 
 

IMPORTANT NOTE: These are samples only.  
 

PLEASE DO NOT COPY FROM THE BOOK



 82 

Resumes for non-traditional students (or students who have been in the work force for over ten 
years) are usually different from those of traditional students. Typically, a non-traditional student 
has been in the work force for several years and has held at least one or more professional 
positions by the time he receives his degree. A non-traditional student may have gaps in his or her 
resume because of time taken off to raise children or to attend school. Non-traditional students 
may even be attending school in order to change careers.  
 
While a non-traditional student resume will follow the items outlined in this guide, it may look a 
little different than that of a traditional college graduate; it may be more than one page; if there 
are any gaps in work history or if the individual is seeking a career change, it may be a skills based 
resume instead of a reverse chronological resume; it will always have a Professional Summary but 
may not have an Objective; it may even highlight experience over education. 
 
Let’s take a look at some of the aspects of a non-traditional student resume that may be different 
from those of a traditional student’s: 
 
Length: Non-traditional students have often been in the work force for many years before 
receiving a Bachelor’s or Master’s degree, so the length of the resume may be longer than one 
page. Should your resume be more than one page? Here are some general rules about length: 
  A one page resume is best if you have less than ten years of experience, you are seeking a 

career change and your experience thus far is not relevant to the new career you are 
pursuing, or if you have held only one or two positions with one employer. 

 A two page resume is appropriate if you have more than 10 years of experience that is 
relevant to your career goal, or if you have technical or engineering skills that must be listed 
in order to prove your technical knowledge.  

 A three page resume is usually reserved for senior level managers or executives who have a 
long list of leadership accomplishments. 

 If you exceed one page, be sure that the text fills at least a third to a half of the last page. If 
the last page has only a few lines of text, condense those few lines to the previous page.  

 
Professional Summary and Objective: Once you graduate from college, you must include a 
Professional Summary or Qualifications Profile on your resume (please see previous section on 
developing one). But you may decide not to include an Objective if you are going to state the 
objective in your cover letter. If it is not stated in your cover letter however, include it.  
    

Skills Based Resume: Like the name says, a skills based resume will display your experience 
under skills headings. This allows you to prioritize your accomplishments by importance, relevance, 
and impact instead of just chronology. This format is useful if the following applies: you are 
changing careers, re-entering the job market after many years of absence, you wish to emphasize 
skills from a position you held several jobs before, your most recent position is not incredibly 
impressive, your responsibility exceeds your job title, or you wish to highlight relevant volunteer 
experience. 

Reverse Chronological Resume: This is the most popular format for a resume. It shows your 
job titles, employers, and dates of employment in order from most recent to less recent. It is 
useful if you have no gaps in your work history, you are staying in the same field, or your overall 
work history shows natural progression and growth towards the job for which you wish to apply.  

 
Both: Combines aspects of both the skills based and the chronological resumes. 
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JOSEPH A. JONES 
 

1220 South 2nd Street 
Wilkes-Barre, PA 18702 

555-555-5555 
jjones@mail.com 

 
 
Professional Summary: Over 20 years of increasing responsibility within the construction 
industry.  Strong management skills, including: operations, budgeting, project management, 
contractor relations, inventory/equipment control and personnel. Noted for ability to complete 
contracts on time and within budget. 
 
Objective: To obtain a management position with a growing construction company. 
 

WORK EXPERIENCE 
 
General Project Manager 
Peabody Construction  Scranton, PA      1995 - Present 
 Overall management of various commercial projects, ranging in size from $1 – 20 million. 
 Negotiate contracts with vendors and subcontractors. 
 Work with the city regarding permits, inspections, and environmental regulations. 
 Lead a team of 5 - 10 managers to provide an efficient and effective operation. 
 Provide overall supervision of the construction site and workers. 
 Keep clients up-to-date on progress and informed them of unexpected major problems. 
 Commended by the owner for efficient management and quality customer service.  
 
Project Manager 
Sealy Construction  Dunmore, PA      1992 - 1995 
 One of four project managers to oversee commercial construction projects. 
 Monitored safety regulations and compliance.  
 Provided supervision for up to 300 employees.  Scheduled workers and subcontractors.  Kept 

schedule moving efficiently so that there was little down time. 
 
Additional construction work as a supervisor, foreman, and laborer for Sealy. 1982 - 1992 
 

EDUCATION 
 
Misericordia University Dallas, PA       May 2006 
 Bachelor of Science Degree in Business Administration with a Specialization in Management 
 3.8 GPA   Graduated with Honors 
 
Luzerne County Community College Nanticoke, PA     May 1995 

  Associate Degree in Carpentry 
 
Additional training through seminars, in-house programs 
 Budgeting    Supervisory Skills     Project Management     Diversity 
 

(Reverse Chronological - Sample only, please do not copy) 



 84 

 
JOSEPH A. JONES 

Page 2 Resume 
 

 
COMPUTER SKILLS 

 
Microsoft Project, Word, Excel, PowerPoint, Access, AS400, Internet, and E-mail. 

 
 

VOLUNTEER ACTIVITIES 
 

 Boys and Girls Club of America. 
 Big Brother from 1995 - 1998 with Big Brothers and Big Sisters of Northeastern Illinois.  
 Boy Scout Troop Leader from 2000 - present.  
 Find a Cure for Aids Telethon from 2000-2002.  
 Habitat for Humanity Volunteer from 2001-2004. 
 

PROFESSIONAL ACTIVITIES 
 

Wilkes-Barre Chamber of Commerce Member, Construction Workers of America, Project 
Management Association of Pennsylvania, Bridge and Tunnel Club of the US. 
 
References Available upon request 

 
 
 



 85 

(Skills Based - Sample only, please do not copy) 

JOSEPH A. JONES 
1220 South 2nd Street 

Wilkes-Barre, PA 18702 
555-555-5555 

jjones@mail.com 
  

 
A creative, versatile and committed professional with diverse experience in social service and 
educational organizations.  Extensive skills in adult education, counseling and research. 
 
 

Professional Skills and Accomplishments 
 
Developing adult education strategies and teaching adults basic education and health 
knowledge 
 

 Team-developed multimedia instructional programs for first year college classes in psychology, 
economics, and history 

 

 Conducted counseling, vocational planning, skill building sessions, and course tutoring for 
diverse first and second year college students 

 

 Taught basic reading and study skills to adult learners in a variety of settings 
 
Developing novel delivery methods for health promotion messages 
 

 Produced a wide variety of creative and successful materials, brochures, surveys, packaging, 
and public service announcements using print, audio and video 

 

 Designed and implemented a successful hospital-based smoking cessation program 
emphasizing health education and group support 

 

 Designed and presented an innovative and successful AIDS outreach program targeting a 
diverse gay/bisexual male population at high risk of HIV transmission through sexual contact or 
IV drug use 

 

 Counseled individuals and educated groups to reduce risky sexual behavior 
 
Building communities through service 
 

 Presently researching and writing a history of the gay male community in Minneapolis 
 

 Served on the Board of Directors and Pastoral Staff of religious organizations serving the 
GLBT community 

 

 Produced effective fundraising newsletters and appeals which resulted in steady growth of 
donations and interest in international health 
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JOSEPH A. JONES 
Page 2 

 

Work Experience 
 
Principal Secretary  Carlson School of Management 2000 – present 
Office Coordinator  Humphrey Institute of Public Affairs 1998 – 2000 
Office Coordinator  PA International Health Volunteers 1994 – 1998 
AIDS Line Counselor  PA AIDS Project   1990 – 1993 
Health Coordinator  PA AIDS Project   1987 – 1990 
Religious Volunteer  Community Churches   1978 – 1987 
Study Skills Counselor University of St. Thomas  1976 – 1978 
V.I.S.T.A.   Boston State Mental Hospital  1974 – 1976 
 
 

Education 
 
Master of Science, Education    Misericordia University, Dallas, PA 
 
Bachelor of Science, English and Social Science College Misericordia, Dallas, PA 
 
 

Computer Competencies 
 

 High level of skill in Microsoft Office applications and recoverable skill in Macintosh OS 
applications 

 

 Trained in using the following programs: 
Word, Excel, PowerPoint, Access, Netscape, HyperCard, HyperTalk, Pagemaker, Superpaint, 
Illustrator, Dreamweaver 

 

 Created a call-tracking program using Macintosh HyperTalk, which analyzed the ration of 
Anglo-Saxon and Latin words in a text, as an aid to improving readability 

 
 

References 

Available upon request 
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(Both - Sample only, please do not copy) 
 

Joseph A. Jones 
1220 South 2

nd
 Street, Wilkes-Barre, PA 18702 

555-555-5555            jjones@mail.com 

 

 
Objective 

 
To use my analytical and project management skills as a Health Care Program Coordinator 

 

 
Professional Highlights 

 
 Extensive project management experience, including software and benefits implementation 

 6 years of supervisory experience  

 20 years accounting experience, Certified Public Accountant for 14 years 

  
Summary of Skills 

 
Project Management Skills 
 

 Implemented new accounting software system, two months ahead of schedule, 1998-2000 

 Streamlined Employee Benefits operations, for a savings of $10,000 annually, 1997 

 Revised voucher forms, resulting in a 2-day reduction in processing payments, 1996 

 
Program Coordination Skills 

 
 Coordinated departmental collection for the University of Minnesota Foundation Fund Drive, resulting in 

a 100% contribution rate for the department, 1999-2000 

 Chaired two departmental searches, 2001-2002 

 
Supervisory Skills 
 

 Managed a team of 8 junior accountants, including daily work assignments and annual performance 

reviews, 1998-present 

 Conducted all hiring, promotions, salary adjustments, and terminations as needed, 1998-present 

 Facilitated team development and conflict resolution, when needed 1998-present 

 
Accounting Skills 
 

 Oversight for all student revenue documentation on four campuses, 1999-present 

 Personally responsible for completing all tax documents, 1994-1999 

 Prepared weekly profit and loss statements, 1992-1994 

 Submitted state tax documents on a monthly basis, 1992-1994 

 
Work History 

  
Shasta and Broom Accounting Firm, Wilkes-Barre, PA, 1994-present 

  Senior Accountant, 1998-present 

  Junior Accountant, 1994-1998 

 Target Corporation, Roseville store, Roseville, MN, 1984-1994 

  Accountant 

 Accountemps for IBM, Rochester, MN, 1984 

  Temporary Accountant 
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Joseph A Jones, page 2 

 

Education 

 Misericordia University, Dallas, PA  

  Master of Science in Organizational Management with a Specialization in Management, 2008 

 

 College Misericordia, Dallas, PA  

  Bachelor of Science in Accounting, 1984 

 
 

Community Activities 

 
SPCA of Luzerne County: Board Member, 2003-2004 

Toastmasters: Administrative Vice President, 1995-1996; Member 1992-present 

Habitat for Humanity: Family Selection Committee Member, 1989-1992 

 

 
References 

 
Available upon request 
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Appendix F 
 
 

Student Leadership Transcript 
 
 

 

 
 

The Student Leadership Transcript (SLT) is a dynamic way for students to assess, organize, and 
internalize their accomplishments and experiences outside the classroom. The utilization of the 
tool enables students to demonstrate their active participation and achievements within 
Misericordia University's extra-curricular opportunities. The completed transcript may be used to 
showcase a student's extra-curricular involvement to potential employers and graduate schools. 
Students are highly encouraged to begin utilizing their personal SLT account starting freshmen 
year.  
 
It is important to keep in mind that the SLT is a self-reported document that may be accessed and 
updated anywhere web access is available. The SLT can be used to record, reflect on, and build 
connections between your academic and co-curricular accomplishments and experiences. 
 
 
 

IMPORTANT NOTE: 
THESE ARE SAMPLES ONLY. 

PLEASE DO NOT COPY FROM THE BOOK. 
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Student Leadership Transcript 

Student Page 

Hello Kinsey J Thomas, Welcome! 

Add New Activity Update Existing Activity Delete Activity 

View All Entries Add Category Reflection Update Category Reflection 

 Logoff SLT  

 
 
 
 

Step 1 

GATHER ALL OF THE EXTRA-CURRICULAR INFORMATION  

Hopefully, you’ve been keeping some type of file for all of the activities you have participated in 

throughout your time at MU. If you have this type of file, get it out! If not, start making a list of 

everything you can remember. 

 

For each activity, you will need:  

 Title 

 Dates (to and from) 

 Description of what you did 

 

 
 
 
 
 
 
 
 
 

 
How to complete your SLT 

A Step By Step Guide 

By The Insalaco Center for Career Development 

 

https://www.misericordia.edu/emuforms/slt/addActivity.cfm
https://www.misericordia.edu/emuforms/slt/updateActivity.cfm
https://www.misericordia.edu/emuforms/slt/deleteActivity.cfm
https://www.misericordia.edu/emuforms/slt/viewPrintOut.cfm
https://www.misericordia.edu/emuforms/slt/addReflection.cfm
https://www.misericordia.edu/emuforms/slt/updateReflection.cfm
https://www.misericordia.edu/emuforms/slt/logoff.cfm
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Step 2 

LOG INTO THE SLT BY LOGGING INTO YOUR E-MU ACCOUNT 

 Click on the Student Leadership Transcript bar. (Found directly under the LaunchPad.) 

ADD NEW ACTIVITY 

 Simply click on the Add New Activity box and add an activity. 

 Select which category you want the activity to appear under. You can choose from: 

Leadership 

Professional and Educational Development 

Honors and Awards 

Preprofessional Work Experience 

Service/Volunteer 

 If you are a senior, you do not need to complete the “Reflective Category” as it will not show up on 

your document. However, if you are a 1
st
 year, sophomore, or junior, entering reflections in this category 

will help you to recall the experience better in the future. 

 Hit the Submit button. 

 Repeat for each activity! 

 

TIPS: 

 The SLT is a pass/fail document; there is no such thing as a B with this document- it’s an A or 

nothing! Even one spelling error, grammatical mistake, or even sounding immature can ruin your 

chances with an employer or graduate school. Spell-check your items by copying them into a 

word document first before you put them in the SLT. Or you can work on your SLT while in 

Mozilla Firefox (which will highlight spelling errors). Also, we strongly recommend that you 

have the writing center review your document as well.  

  

 Choose the best fit: Only add an activity under one category even if it can apply to many 

categories. 

 

 Your description should create a good picture of what you did. Assume the person reading the 

document has never been to Misericordia and has no idea about what a “Peer Advocate” is or 

why the “McAuley Scholarship” is awarded.  

 

 Quantify whenever possible: How many hours of service did you do? How many children over 

how many days/hours did you read to? How much money did you fundraise for the Adopt A 

Family? How many hours of practice and how many games did you compete in as a 4-year 

member of the baseball team? 

 

 Use professional words! You are going into a professional world where individuals use a 

professional vocabulary. You need to get yourself acquainted with that language (see page 9 on 

“Building Your Professional Vocabulary”) and use it in the SLT, otherwise, you could end up 

sounding too young or even immature! For example, instead of “professional party” use 

“networking event,” instead of “I went to a talk on the environment”, how about “I attended a 2 

hour workshop on how environmental issues will impact future generations and the changes that 

we as college students can affect.”  See the following real examples (yes, actual students wrote 

both examples!) – Who would you hire? 
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BEFORE AFTER 

 

PROFESSIONAL AND EDUCATIONAL 

DEVELOPMENT 

Guaranteed Placement Program, August 2006 - May 

2010 

Attended workshops that are intended to assist me in 

entering the workforce. The program also guarantees that if 

I do not have a job six months after graduation, I would be 

able to get a paid internship. 

 

PROFESSIONAL AND EDUCATIONAL DEVELOPMENT 

Guaranteed Placement Program, August 2006 - May 2010 

Through the Guaranteed Placement Program I have attended many 

professional development programs and workshops which have 

enhanced my knowledge of the workforce and have aptly prepared 

me for graduation. I have participated in resume development 

workshops and resume critiquing sessions. I have also attended 

Entrepreneurship Workshops, Diversity Training, and Professional 

Etiquette Training. Additionally, I have attended Mock Interview 

Workshops and participated in several Mock Interviews. I have 

also taken part in Graduate School Preparation and Career 

Counseling Sessions. 

LEADERSHIP EXPERIENCE 

Misericordia Varsity Swimming Team, September 2006 - 

November 2008 

I really enjoyed being part of the swim team as it taught me 

a lot of teamwork. Since I had to practice a lot and we had 

many meets during the semester, it taught me how to get 

everything done in a short amount of time and how to 

balance my class work with swimming.   

 

LEADERSHIP EXPERIENCE 

Misericordia Varsity Swimming Team, September 2006 - 

November 2008 

I was a member of the Varsity Swimming Team. The events I 

swam included the 100, 200, 500, and 1000 Freestyle. At the 

Grove City Invitational, I made the Semi-finals for the 200 

Freestyle and came in 14th place. Being a member of the swim 

team was a large time commitment and included more than nine 

practices a week, often totaling more than 25 hours. Balancing 

participation on the swim team with classes and other extra-

curricular activities required unwavering dedication, flawless time 

management, and extreme focus. It taught me how to concentrate 

my efforts when needed and to handle many different activities at 

once. I also feel that participating in swimming helped me learn 

how to push my own boundaries to bring out the best in myself. It 

taught me the value of hard work, dedication, will power, and 

team work. 

PREPROFESSIONAL WORK EXPERIENCE 

Junior Field, Fall 2008 - Fall 2008 

This field required me to observe and also interact with a 

single classroom. This field was located at Wyoming 

Valley West in Plymouth, PA.  

PREPROFESSIONAL WORK EXPERIENCE 

Junior Field Experience, Fall 2008 - Fall 2008 

• Student Observation at Wyoming Area School District • 

Observed grade eight • Assisted teacher in grading of materials 

and taught a lesson • Consulted/mentored with the teacher on 

various classroom management concepts and other educational 

knowledge. 

PROFESSIONAL AND EDUCATIONAL 

DEVELOPMENT REFLECTION 
I feel as though the professional and educational 

development here at Misericordia has most defintely gave 

me a excellent experience. (grammar mistakes and does 

not sound professional) Without the great workshops I 

would not know what do with things such as my resume. 

When I did my mock interview with Julia Edmunds, I 

recieved a excellent (more grammar mistakes!) evaluation 

back which helped me to become more confident when 

interviewing for a real job. Some of the categories in which 

the interviewer seemed to like was my eye contact, listening 

skills, specific examples used, and asked appropriate 

questions. My internship also allowed me to get 

comfortable working in the real world which will definitely 

(spelling error) benefit me in the future. 

PROFESSIONAL AND EDUCATIONAL DEVELOPMENT 

REFLECTION 
I have learned many of the expectations needed for the future 

work environment, including time management and team work. 

The many workshops have taught me invaluable skills for how to 

conduct myself in a most professional manner. I have also learned 

to overcome my fears and anxieties about my job search process. 

When I did my mock interview with Julia Edmunds, the 

interviewer remarked that I had “excellent listening skills” and 

used “great examples” from my work experience. Finally, my 

internship at ParenteBeard and my active participation in the 

Business Professionals Association allowed me to further develop 

my professional interactions and experiences.  This has enforced 

my professional behavior as a future job candidate. 
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Step 1 continued 

This is what the “Add A New Activity” Page looks like in your document 

 

Student Leadership Transcript 

 

Add New Activity 

Top of Form 

Activity Name:  

Date Started:  Date Completed:  

Please enter Brief Description. (limited to 200 characters)  

 

Please enter Brief Reflective Commentary.  

 
 

Not feeling creative?  Click here 

 
Please select a category  

 

LEADERSHIP EXPERIENCE

PREPROFESSIONAL WORK EXPERIENCE

HONORS, AWARDS, AND RECOGNITION

PROFESSIONAL AND EDUCATIONAL DEVELOPMENT

SERVICE/VOLUNTEER EXPERIENCE  
 

Not sure what this activity should go under?  Click here 

 
 

Submit
 

Clear
 

 
Return to SLT Main Page 
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Step 3 

UPDATE EXISTING ACTIVITY 

 Once you have entered all of your activities, Click on Update Existing Activity 

 Select an activity from the list; scroll down the document and under “Place on final transcript?” Select 

“Yes”  

 Hit the submit button 

 Do this step for each activity 

 
 
 
 
 

 
 

Student Leadership Transcript 
 

 
 

Update Activity 
 

Choose Activity from the list below 

Diversity Education

Etiquette Workshop

Etiquette Workshop

FagBug Presentation

Financial Fitness w orkshop

First Year Experience

First Year Experience

Guaranteed Placement Program

Mock Interview  Workshop

resume w orkshop

Resume Workshop

SLT w orkshop  

Submit
 

 

 
 

Return to SLT Main Page 
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Step 4 

REVIEW ALL OF THE ACTIVITIES YOU ADDED SO FAR 

 Return to the main page of your SLT and click on “View All Entries.” You should be able to view 

everything you have done so far (because of Step 3). If you cannot: If you did not select “Yes” for 

“Place on Final Transcript” on an entry, it will not appear on this page. 

 Review this page and look for the following: 

-spelling errors 

 -language that sounds unprofessional or out of character with the rest of the document 

-lack of detail (ask yourself, will someone who never stepped foot on MU’s campus know what 

this is?) 

-something that you only did once and not for a very long time (remember QUALITY of 

experience is better than QUANTITY of experience!) 

-A category that has only one item underneath it. If you only have 1 activity under 

“Honors/Awards and Recognition” move that activity under another category. You’ll see why in 

step 5. 

 

 

 

Step 5 

ADD A CATEGORY REFLECTION 

 Now is the time to pull it all together, to add a reflection for each category called Category Reflection 

(Leadership, Professional and Educational Development, Honors, and Awards and Recognition, 

Preprofessional Work Experience, and Service/Volunteer) 

 Click on Add Category Reflection and choose a category. * Note that if you do not have any items 

under a specific category, you do not need to reflect upon that category!!! 

 Choose a category. Write 3-4 sentences to reflect upon all of the items on your SLT that you placed 

under that category. Not sure what to write or how to reflect on those activities? Here are some possible 

things to write/reflect upon: 

 What did all of the activities I have placed under that category teach me about myself and 

about my skills?  

 Did I learn anything about myself from all of them?  

 Did I experience any growth over the course of participating in them?  

 What work-related skills did I pick up? Public speaking, teamwork, doing something from 

start to finish, multi-tasking? 

 Was this the first time I had major responsibilities?  

 What would have happened if I didn’t do these activities? Would I be the same person? 

 Why am I a better person at the other end of this group of activities? 

 In what capacity did I have to act? As a leader, a mentor, an expert, a resource, a comfort? 

 Did I accomplish things I didn’t know I could accomplish? Did I stretch myself? 
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Step 5 

This is what the “Add Category Reflection” page looks like 

 

 
 

Student Leadership Transcript 

 

Add Category Reflection 
 

Top of Form 

Please select a category ** 

LEADERSHIP EXPERIENCE

PREPROFESSIONAL WORK EXPERIENCE

HONORS, AWARDS, AND RECOGNITION

PROFESSIONAL AND EDUCATIONAL DEVELOPMENT

SERVICE/VOLUNTEER EXPERIENCE  

Please enter Overall Reflective Commentary.  

 

Submit
 

Clear
 

**If Category does not appear in list above, you already have a Category Reflection for that Category.  
You will need to go to Update Category Reflection to make changes. 

 

Return to SLT Main Page 
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Step 6 

MEET WITH THE INSALACO CENTER FOR CAREER DEVELOPMENT FOR 

FINALIZATION 

 Make an appointment with an ICCD counselor to have your SLT reviewed and approved for 

printing. Call extension 6409 to do so. Remember, it won’t be available if you do not meet with 

the ICCD to approve the final document! 

 Give yourself enough time to do this as it usually takes 1-3 appointments depending on how 

much additional work your SLT requires. 

 During your “SLT Finalization Appointment,” an ICCD counselor will go into your document 

and press an “OK to Print” button which will send the document to the Registrar’s Office to be 

requested whenever you need it. 

 

 

 

Step 7 

PRINT YOUR OFFICIAL SLT IN THE REGISTRAR’S OFFICE 

 Go to the Registrar’s Office to request an official copy of your SLT. (Cost is $1). You can 

request it from the Registrar’s Office for whenever you may need it (for internship and job 

interviews, graduate school applications, scholarship applications, educational portfolio, job 

portfolio, summer/part-time work applications, Who’s Who applications, Leadership Awards, 

etc.) 
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Building Your Professional Vocabulary 
It is imperative that you have an arsenal of professional keywords that you can use on your resume and 

in your SLT. You need to start compiling a list of keywords that is relevant to your career field or major.  

 

What strengths will my major bring to a job? 

For those who are having a hard time identifying strengths someone in their major will bring to the 

workforce, you can meet with your academic advisor and discuss the topic. Students may also do a 

Google search such as: “careers for English majors” or “career words for history majors.” 

 

How to identify SLT/Resume Keywords: 

From the Quintessential Careers website 

http://www.quintcareers.com/Quintessential_Careers_Press/Words_Hired_By/Chapter2/page31.html 

 

Ideas for identifying [Leadership Transcript] and Resume Keywords:  

 Look for job descriptions in books and job-description software.  

 Visit the meetings and Web sites of professional associations in your field to look and listen for 

current buzzwords.  

 If you are working with a recruiter or headhunter, that person can be an excellent source of keyword 

tips.  

 Consult government publications such as The Occupational Outlook Handbook at libraries or  

www.bls.gov/ooh  

 Visit company Web sites. Research and incorporate into your keywords the company culture and 

values of employers you are targeting. Note especially the company's mission statement and look for 

ways to quote it in your resume and/or cover letter.  

 Imagine you were writing an ad or job description for the type of job you seek; what keywords would 

you use?  

 Scrutinize news stories in trade magazines relevant to your work. Read cutting-edge magazines, such 

as Fast Company (which is available in the career center’s main office).  

 Join online discussion groups and chat rooms that relate to your field, and observe the words 

professionals are using in their discussions.  

 Read annual reports from the companies you'd like to work for.  

 Conduct informational interviews at companies you want to work for and listen for the jargon and 

buzzwords that your interviewees use in talking about the company and its jobs.  

 Talk to human resources professionals.  

 Use Web search engines, such as Google and Yahoo, to search for job descriptions.  
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(Sample only, please do not copy) 

 
Student Leadership Transcript 

Kinsey J Thomas 
LEADERSHIP EXPERIENCE   
 
Social Work Club, August 2005 - May 2009  
Social Work Club - Secretary ('06-'07), President ('07-'09) Organized community service activities and fundraisers. Provided aid to local 
individuals, families, and agencies in need (with volunteer hours or monetarily).  
 
Cougars for Change, May 2008 - May 2009  
A group formed after a trip to Chicago for a Mercy Higher Education conference on Social Justice issues today. The 8 students who 
attended formed this group to educate the campus and community of the issues discussed. Environmental sustainability acts on campus - 
tray-less days, earth hour, etc.  
  
ALLY, October 2005 - May 2009  
Support, Advocacy, and Education about and for the Gay, Lesbian, Bisexual, Transgender population on campus. Also served as a resource, 
chair member, and event coordinator.  
  
Resident Assistant, August 2006 - October 2008  
Resource, Educator, Mentor, Role Model to resident students. I worked with freshmen to seniors in program planning, peer counseling, 
conflict resolution, organization skills, time management, and community service. Leader among a seven member team, on call/on duty 
throughout semesters.  
  
Peer Tutor, August 2007 - May 2008  
Was a resource and contact between students and professor. Reinforced professor and textbook material to students in need.  
  
Leadership Award, May 2007 - May 2008  
Nominated and selected for the 2007 and 2008 Misericordia University Leadership Awards.  
  
Intercollegiate Leadership Wilkes-Barre, August 2007 - May 2008  
Represented the University in participating in leadership-building sessions in conjunction with several other local colleges. Sessions included 
etiquette, diversity, communication skills, justice, team building, etc. Class of 2008.  
  
University Status Committee, October 2006 - August 2007  
Student representative among faculty and staff. A voice to discuss and plan events for University opening day.  
  
LEADERSHIP EXPERIENCE REFLECTION 
Throughout my Leadership experiences at Misericordia University, I have been offered many opportunities to impact the campus and 
community in a positive light. I have gained invaluable skills such as time management, assertiveness, and self-confidence. I have worked 
with a wide variety of people, from peers in a work setting to homeless men and women within the shelters. These experiences have 
enabled me to practice how to effectively communicate with, and meet the needs of, the clients I will serve in the future. I have 
represented my University on many occasions and have been recognized for my skills, maturity, and professional behavior.  
 
PREPROFESSIONAL WORK EXPERIENCE   
 
Children and Youth, Fall 2008 - Spring 2009  
Completed 400+ hours at Luzerne County Children and Youth. Assisted staff in daily activities. Supervised parent/child visitations, learned 
documentation skills, worked with families one on one, assessed homes for safety of child.  
  
Homelessness and Hunger Awareness, August 2006 - May 2009  
Each year, I organized and participated in events on campus to raise awareness and funds for Homelessness and Hunger Awareness week. 
Activities included organizing speakers to present information, blanket drives, fundraising to donate to local shelters, and volunteering at 
drop-in shelters.  
  
Job Shadowing, May 2008 - July 2008  
Shadowed case workers, mobile therapists, TSS workers, etc. at NHS, a mental health agency in Williamsport, PA.  
 
Clear Brook Lodge, Fall 2007 - Summer 2007  
Completed 200 hours interning at Clear Brook Lodge, an adolescent drug rehabilitation agency. Learned skills necessary to provide services 
to the drug and alcohol population. Supervised and led groups. Performed family intake interviews and documentation.  
 
PREPROFESSIONAL WORK EXPERIENCE REFLECTION 
I have participated in numerous internships, both required and volunteer, throughout my college experience. I have completed over 650 
hours of unpaid work experience, in the drug and alcohol field, as well as Children and Youth. I also volunteered at a homeless shelter, 
working directly with men and women in crisis. In addition, I volunteered over the summer months at a Mental Health agency. These 
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experiences have taught me the expectations and work requirements for each position. I have been able to hone in on which populations I 
prefer to work with in my career, as well as learned the sacrifices necessary to work in these fields. I learned more about myself as a leader 
as I took on many responsibilities, and was always prompt and professional.  
 
HONORS, AWARDS, AND RECOGNITION   
 
Alpha Delta Mu - Social Work Honor Society, April 2008 - December 2012  
Nominated and Inducted into the Social Work Honor Society. Most notably for: academic excellence, leadership ability, a high standard of 
personal behavior and a dedication to social work practice.  
 
Who's Who Among Students in American Universities, March 2009 - March 2010  
Nominated for this honor by faculty, in recognition of continued academic achievement and student leadership.  
 
Dean's List - 8 semesters, August 2005 - April 2009  
Maintained a GPA above 3.5 throughout all four years (8 semesters).  
  
McAuley Scholarship, August 2005 - May 2009  
Selected to receive this scholarship for a record of leadership, volunteerism and participation in extracurricular activities throughout high 
school, and a commitment to serving while in college.  
 
Partners in Service Scholarship, August 2005 - May 2009  
Scholarship for a commitment to working with at-risk populations.  
  
HONORS, AWARDS, AND RECOGNITION REFLECTION 
In recognition of my commitment to academic excellence, leadership skills, and professional behavior, I have been blessed to be nominated 
for many awards and honors. These awards and honors have not only made my financial situation less stressful, but also made the hard 
work and effort worth every minute.  
 
PROFESSIONAL AND EDUCATIONAL DEVELOPMENT   
 
Mock Interview, January 2009 - February 2009  
Workshop to prepare for what to expect when interviewing - how to dress, what to bring, questions to prepare. Followed by a mock 
interview with an outside resource, and evaluated on performance.  
 
Resume Workshops, October 2007 - May 2009  
Several workshops to learn how to build and produce an impressive resume.  
 
Diversity Workshop, February 2008 - February 2008  
Workshop to discuss diversity issues and raise awareness about biases and how to avoid them in professional practice.  
 
Etiquette Workshop, October 2008 - October 2008  
Workshop to discuss how to present self in formal situations - relevant to work and life scenarios.  
 
Research, August 2006 - May 2007  
Researched materials to produce a needs assessment concerning student needs on campus.  
 
REACH Homeless Shelter, Fall 2006 - Spring 2007  
Volunteered at REACH drop-in Homeless shelter, providing services to clients, within the food pantry and clothing closet. Shadowed case 
workers and supervisor.  
 
Entrepreneurial Workshop, October 2007 - October 2007  
Workshop to discuss the necessary steps to become an entrepreneur. Business ideas and how to be successful with talents possessed.  
  
Business Ethics Workshop, September 2006 - September 2006  
Workshop to discuss ethical dilemmas, and expectations from employers in the field.  
 
Real World Workshop, September 2006 - September 2006  
Workshop to discuss what employers expect from employees. Also discussion on how to present yourself in and out of the work 
environment.  
 
PROFESSIONAL AND EDUCATIONAL DEVELOPMENT REFLECTION 
Employer Critique - the "employer" who interviewed me commented with - " Kinsey was an excellent interview. She was very mature, 
determined, and motivated individual. She is doing a great job & I believe she will be very successful. Keep the positive attitude!", with 
excellent marks in categories including eye contact, promptness, appearance, confidence, listening skills, and physical mannerisms.  
 
SERVICE/VOLUNTEER EXPERIENCE   
 
Note-Sharer, Spring 2009 - Spring 2009  
Provided clear and detailed notes and supplemental materials to students in the Alternative Learners Program.  
 
Scholars in Service to PA, August 2008 - May 2009  
Completed 300+ hours of community service within 8 months - ranging from programs with low-income housing to volunteering with 
Campus Ministry.  
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Counseling Center Student Advisory Board, August 2007 - May 2008  
Acted as a liaison between the Counseling Center and the student body. Organized and participated in activities to raise awareness about 
the services provided at the University.  
 
Soup Kitchen Volunteer, October 2005 - May 2008  
Visited the local soup kitchen to help prepare and serve lunch to over 300 community members in need.  
 
Circle K, August 2005 - May 2006  
Service and fund raising projects throughout year to benefit local needy.  
 
SERVICE/VOLUNTEER EXPERIENCE REFLECTION 
My volunteer experiences at Misericordia University have been the most influential and rewarding for me. Being a part of a group, or 
individually, impacting someone’s life for the better has solidified my reasons for becoming a Social Worker. Through fund raisers and 
service hours, I have noticed how even the little things in life can mean the world to someone in need. My goal is to continue this long into 
my professional life.  
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(Sample only, please do not copy) 

 

STUDENT LEADERSHIP TRANSCRIPT 
KINSEY J THOMAS 

 

LEADERSHIP EXPERIENCE  
 
Education Club, September 2009 - May 2011  
Education Club - President ('09-'11) Organized community service activities and fundraisers. Provided tutoring services at McGlynn 
Learning Center and took part in First Book at Heights Elementary School (with volunteer hours).  
 
Peer Tutor, Spring 2009 - Fall 2010  
Reinforced professor and textbook material to students in need.  
  
Leadership Award, September 2009 - May 2010  
Nominated and Selected for the 2009 and 2010 Misericordia University Leadership Awards for my active role in the Education Club.  
 
LEADERSHIP EXPERIENCE REFLECTION 
Throughout my leadership experiences at Misericordia University, I have worked with a wide variety of people, from peers in a work 
setting to fellow students in need of assistance. These experiences have enabled me to practice how to effectively communicate with, 
and meet the needs of, the students I will teach in the future.  
 
PREPROFESSIONAL WORK EXPERIENCE   
 
Student Teaching, January 2011 - March 2011  
Student taught at Dallas Elementary in Dallas, PA. -Taught K-4 Learning Support. -Taught for six weeks. -Created a unit. -Developed an 
assessment. -Created an interactive bulletin board to be used for a classroom activity. -Adapted tests for students with learning 
disabilities. -Accommodated lessons and activities for all learners (learning support, gifted and average). -Consulted/mentored with the 
teacher on various classroom management concepts and other educational knowledge. -Observed by my supervisor (2), cooperating 
teacher (2) and peer evaluated (1).  
 
Junior Practicum, Fall 2010 - Fall 2010  
Student Observation at Daniel J. Flood Elementary in Plains, PA. -Observed first grade. -Assisted teacher in grading of materials. -
Taught minimum of four lessons. -Created a unit. -Developed an assessment. -Complete required projects and journaling for the 
course.  
  
Pittston Area Reading Camp, July 2010 - July 2010  
Completed 40 hours of community service. Developed lesson plans, age-appropriate activities and accommodations for a range of 
students (gifted, average, low and significantly below).  
  
Sophomore Field Experience, Spring 2009 - Spring 2009  
Student Observation at Wyoming Area Catholic in Exeter, PA. -Observed 5th grade. -Assisted teacher in grading materials. -
Consulted/mentored with the teacher on various classroom management concepts and other educational knowledge. -Completed 
required projects and journaling for the course.  
  
Pringle Street Reading Clinic, June 2009 - June 2009  
I served as a tutor at the reading clinic. I worked with Title I students who came to this camp to work on and further develop their 
phonics skills, alphabetic principles, comprehension, reading accuracy and fluency.  
  
Junior Field Experience, Fall 2009 - Fall 2009  
Student Observation at Dallas Elementary School in Dallas, PA. -Observed K-5 Learning Support (primary reading) -Assisted teacher in 
grading of materials. -Assisted teacher in guided reading, choral reading and other reading activities. -Consulted/mentored with the 
teacher on classroom management skills in a learning support classroom, reinforcers and other educational knowledge. -Completed 
required projects and journaling for the course.  
  
Freshman Field Experience, Spring 2008 - Spring 2008  
-Observed a school for one full school day at Main Street Elementary School -Completed several projects and interviews (i.e. interview 
the principal and/or make a map of the school etc.)  
  
Sophomore Field Experience, Fall 2008 - Fall 2008  
Student Observation at Heights Elementary School in Wilkes-Barre, PA. -Observed first grade. -Assisted teacher in grading materials. -
Completed required projects and journaling for completion of the course.  
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PREPROFESSIONAL WORK EXPERIENCE REFLECTION 
By observing a series of education professionals at a variety of schools I have gained hands-on experience that a college classroom 
cannot teach. Student observations reassured me that I want to pursue a career in the teaching field.  
 
 
 
HONORS, AWARDS, AND RECOGNITION   
 
McAuley Scholarship, August 2007 - May 2011  
Selected to receive this scholarship for a record of leadership, volunteerism and participation in extracurricular activities throughout high 
school, and a commitment to serving while at the University.  
 
Kappa Delta Pi - Education Honor Society, April 2010 - May 2011  
Nominated and inducted into the Education Honor Society. Most notable for: academic excellence, leadership ability, a high standard of 
personal and professional behavior and a dedication to the classroom. 
  
Deans List - 4 semesters, Spring 2009 - Fall 2010  
Maintained a GPA above 3.5 for two years at the University.  
  
Scholar-Athlete, November 2007 - April 2008  
Nominated and selected for maintaining a GPA of 3.0 or higher and being a productive member in the classroom and on the court.  
  
HONORS, AWARDS, AND RECOGNITION REFLECTION 
Due to my commitment to academic excellence, leadership skills, and professional behavior, I have been blessed to be nominated for 
several awards and honors. Such awards have not only lessened the financial aspect of attending college, but also made my hard work 
and effort worth it.  
 
PROFESSIONAL AND EDUCATIONAL DEVELOPMENT   
 
Mock Interview, February 2011 - February 2011  
Workshop to prepare for what to expect when interviewing - how to dress, what to bring, questions to prepare. Followed by a mock 
interview with an outside resource, and evaluated on performance. 
  
Guaranteed Placement Program, August 2007 - May 2011  
Through the Guaranteed Placement Program, I have attended many professional development workshops that prepared me for the 
real-world after graduation. I have attended the resume workshop, diversity workshop, financial fitness workshop, etiquette workshop 
and mock interview workshop. Each workshop successfully prepared me for the workforce, and I am now able to leave Misericordia 
University confident in my knowledge and ability to be an active professional.  
  
Financial Fitness, Life after College Workshop, Spring 2010 - Spring 2010  
Workshop to discuss how to establish one’s self financially after college (i.e. salary, credit, benefits etc.).  
  
Etiquette Workshop, Fall 2010 - Fall 2010  
Workshop to discuss how to present yourself in a formal situation - related to work and real-life scenarios.  
  
Diversity Workshop, Fall 2009 - Fall 2009  
Workshop to discuss diversity issues and biases in the work place and how to avoid them in a professional setting. 
  
Resume Workshop, Fall 2008 - Fall 2008  
Workshop to learn how to build and produce an "eye-catching" resume.  
  
First Year Experience, Fall 2007 - Fall 2007  
Freshman requirement. This course allowed us to get to know the campus, staff and other students by completing various class 
projects and interviews.  
  
PROFESSIONAL AND EDUCATIONAL DEVELOPMENT REFLECTION 
Due to the Guaranteed Place Program I have developed a confidence level much higher than when I first attended Misericordia 
University about what to do and how to become successful after graduation. Thanks to the resume workshop, etiquette workshop and 
the mock interview, I can enter the workforce with no doubts or fears, but confidence.  
 
SERVICE/VOLUNTEER EXPERIENCE   
 
After School Tutoring at Dan Flood, January 2010 - April 2010  
As part of an Education class, I served as a tutor for Title I students at the after school program at Dan Flood Elementary. The tutoring 
sessions consisted of completing school work, repetition of math facts to increase mental math and reading for at least fifteen minutes 
a day to increase comprehension, accuracy and fluency.  
  
VISION Volunteer, March 2010 - March 2010  
Helped prepare and serve dinner to homeless male community members.  
  
Circle of Friends, January 2010 - April 2010  
Completed 20+ hours working with University students who have down syndrome, cerebral palsy or other health impairments. As a 
group, we went to campus activities, sports games, watched movies, played board games and made crafts. This was a project to 
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understand discrepancy between their ages and where they are at mentally as well as develop age-appropriate activities and make 
appropriate accommodations.  
  
Note-Sharer, Fall 2009 - Fall 2010  
Provided clear and detailed notes and useful materials to students in the Alternative Learners Program.  
  
First Book, Fall 2009 - Spring 2010  
As an active member in the Education Club, I went to Heights Elementary School and read a book to the children. During this time, the 
children who attended the First Book, received a free book that was donated in hopes to encourage our children to read.  
  
McGlynn Learning Center, Fall 2007 - Spring 2008  
Provided aid to children in the after school program in need of tutoring and extra help on homework, studying and/or projects (with 
volunteer hours).  
  
Loaves and Fishes, March 2008 - March 2008  
I volunteered for a week on an “alternative spring break” in Sacramento, California to work with homeless adults and children. I served 
food in the kitchen, tutored children at Mustard Seed School as well as just talked to and got to know the people who needed these 
services.  
  
SERVICE/VOLUNTEER EXPERIENCE REFLECTION 
My volunteer experience on and off campus has been the most influential and rewarding for me. Being a part of a group, or 
individually, and impacting a person's life for the better reassured my reasons for becoming a teacher. Through fundraisers completed 
by the Education Club or volunteer service hours, I have observed that the little things in life mean the most to people. I hope that, 
after University, I can continue my service into my professional life.  
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SAMPLE SLT FOCUSED ON LEADERSHIP (Sample only, please do not copy) 

(This student chose to highlight only leadership experience) 

 

Student Leadership Transcript 
Kinsey J Thomas 

LEADERSHIP EXPERIENCE   
 
Misericordia Student Occupational Therapy Association (MSOTA), September 2004 - May 2009  
Throughout my five years, I actively participated in this association. I served as the secretary of the organization my senior year. Other 
service projects and activities to promote OT that I was involved in include: Backpack Awareness Program presentations, CEO Thanksgiving 
and Easter Food Drives, St. Joseph’s Center, Adaptive Equipment Display, Dallas Senior Center, YMCA Thanksgiving Feast, VISION 
Homeless Shelter lunches, Kits for Underprivileged Children, OT-PT Volleyball Game for Charity, and MU Homecoming Parade.  
  
Pi Theta Epsilon, February 2007 - May 2009  
As a member of the Occupational Therapy Honor Society, I participated in a variety of on-campus activities to promote the profession of 
Occupational Therapy. These activities included: Adaptive Equipment Display Table, 'Grip Strength' contest and Dynamometer display table, 
Health Summit Forum contribution, and Bake Sale. Also, during my senior year, I served as the secretary of this organization and helped to 
facilitate the activities of the club.  
  
Peer Learning Assistant, September 2006 - May 2008  
In this position, I served as a peer tutor to fellow college students who needed additional instruction and assistance with their coursework. 
Also, with the extra training and workshops I completed to become a peer learning assistant, I had the ability to offer one-on-one tutoring 
sessions for students with special learning needs. As a student coordinator of the Peer Learning Assistants, I helped to facilitate the 
creation of a resource pamphlet for the Learning Resource Center, informational tutoring presentation for the faculty, and academic 
workshops, such as a Finals Preparation Workshop. Lastly, in this position, I served as an AIM coordinator and assisted staff members in 
remedial academic workshops for freshmen students.  
  
Misericordia University Concert Band, May 2004 - May 2008  
As a member of this group, I participated in weekly practices and a concert at the end of each semester. Also, I was a member of the flute 
section and a soloist during the concerts. I enjoyed this experience because music and playing flute are two activities that are intrinsically 
gratifying to me.  
 
Substance Abuse Peer Educators, September 2006 - May 2008  
As a substance abuse peer educator, it was my responsibility to promote safe choices and alternative fun activities for the college campus. 
As the student coordinator of this group my senior year, I facilitated programs such as National Smoke-Out Day, Free Shots, and 
Tombstone Awareness Program in conjunction with the Northeast Pennsylvania Traffic Control Board.  
 
Speak Out Loud Committee, September 2005 - May 2008  
As a member of this committee, I collaborated with other students, faculty, and staff to facilitate forums on issues of social justice, politics, 
and university-based topics. With each forum, we invited speakers from the outside community and university campus to share their 
viewpoints on certain issues. These forums were provided in conjunction with coursework from a variety of classes.  
  
Alcohol Advisory Board, January 2007 - May 2007  
As a student member of this organization, I met with other students, faculty, and staff to discuss current issues related to alcohol use on 
the university campus. In addition, I was a member of the Programming Subcommittee which met to plan informational sessions and fun 
alternative activities for students of the college community.  
  
Who's Who Committee, January 2007 - March 2007  
As a student member of this committee, I participated in the screening and selection process of applicable candidates for the Who's Who 
recognition awards.  
  
Student Government Association - Academic Coordinator, Spring 2005 - Fall 2006  
I served on the Student Government Executive Board as the Academic Coordinator. In this position, I attended SGA meetings, facilitated 
service projects, served as a member of multiple committees on campus, and volunteered my time at the Dallas Harvest Fest. This position 
served as a positive learning experience and enabled me to improve my assertiveness, interpersonal skills, and communication skills.  
 
Leadership Workshop, September 2006 - September 2006  
This four-hour workshop provided participants with vital information on 'How to be a leader'. Through multiple presentations and handouts, 
we were presented with key strategies and methods to become effective leaders in our daily lives.  
  
LEADERSHIP EXPERIENCE REFLECTION 
Throughout my five years at Misericordia University, my leadership experiences have enhanced my ability to proactively work with others. 
By engaging in these activities, I have acquired a better sense of self confidence and a more effective means to communicate my thoughts 
and beliefs. These experiences have provided me with multiple opportunities to fulfill my desire to help and enable others. All of these 
leadership opportunities have made me a well-rounded and stronger individual and contributed to my personal and academic development.  
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SAMPLE SLT FOCUSED ON RESEARCH/GRADUATE SCHOOL (Sample only, please do not copy) 

(As a biology/pre-med major, this student chose to focus their SLT on research, job shadowing, and academic 

achievements)  

 
Student Leadership Transcript 

Kinsey J Thomas 

 
PREPROFESSIONAL WORK EXPERIENCE   
 
Shadowed Nutritional Biochemist, July 2008 - July 2008  
In California, I had the opportunity to shadow Sue Dieffenbach. She is a Nutritional Biochemist that has her own practice called Perk 
Up. While shadowing Sue in her practice, I sat in on several patient consultations to monitor weight loss. To be able to monitor the 
weight loss I learned how to use a Basic Metabolic Rate Scanner and was allowed to administer the test to several patients. Also, I 
participated in a weekly group meeting that takes place at the practice for members who wanted additional information on healthy 
eating. At this particular group meeting, a chef came in and discussed different ways of cooking to reduce fat intake and promote the 
eating regiment the patients were on. From Sue I learned and value the idea of looking at the holistic nature of a patient. It is 
important to take everything into account to fully understand where and what patients are struggling with. Also, I learned the 
importance of building rapport with patients because some of the sessions I sat in on were talking about life and its stresses.  
  
Shadowed Nurse Practitioner, July 2008 - July 2008  
During this past summer, I arranged to travel to Naples, Florida to shadow Nancy Hahn A.R.N.P. in the Associates in Medical & Surgical 
Dermatology practice. I focused primarily on shadowing Mrs. Hahn, but I also had the opportunity to shadow David S. Goodman M.D., 
Michael S. Tucker M.D., and Jefferey Neef P.A. on a smaller scale. I was able to participate in removing pre-cancerous and cancerous 
moles, excision of an irregular mole termed to be cancerous and observed several charts of basal and squamous cell carcinomas. I had 
firsthand exposure to patients that recently underwent surgery to remove the basal or squamous cell carcinomas from various areas of 
the body. I was able to interact with patients, an invaluable experience, and learn how a physician’s office operates. I was able to see 
writing of prescriptions and the struggle individuals go through with paying for them, which made me think of how valuable my 
research was my sophomore year of college. I also was able to participate in educating the physicians, Nurse Practitioner, Physician 
Assistant, and Nurses about Ticks because a patient had a possible Tick bite and Floridians are not very knowledgeable of the species 
because Ticks do not inhabit Florida.  
  
Shadowed Medical Doctor, July 2008 - July 2008  
William R. Kellas (Bill), PhD, is a writer, lecturer, author and radio show host. Dr. Kellas is the author of three books, "Thriving in a 
Toxic World," "Surviving The Toxic Crisis" and "The Toxic Immune Syndrome Cookbook," while having a Ph.D. in Nutritional 
Biochemistry and is a Naturopathic Doctor (ND). I had the opportunity to shadow this influential physician during my stay in California. I 
was exposed to an alternative way of treatment with supplements instead of mainline drugs. With this exposure I learned that all 
avenues in treatment should be considered for the overall well-being of the patient. When I sat in on patient sessions, within the first 
10 minutes Dr. Kellas knew what was troubling the patient. I strive to be the same way and know everything there is to know about 
cancer. I learned it is pivotal to know aspects of medicine that normally would be thought of as unrelated, but really are somehow. 
“Some way or another everything is connected,” he would state. Dr. Kellas knew every metabolic pathway of the human body and I 
strive to be as knowledgeable as him some day when I am practicing Oncology.  
 
Shadowed Family Medical Doctor, July 2008 - July 2008  
In California I was able to shadow a Family Practitioner whose emphasis is in alternative cancer therapy. Instead of treating cancer 
patients with mainline treatments such as chemotherapy or radiation, Dr. Winkler administers Insulin Potentiation Therapy with 
customized vitamins, mineral, and supplement therapies. Dr. Winkler has completed extensive research of the insulin therapy and 
stated that is was very effective in fight the disease of cancer. This experience was very special to me because I am striving to become 
an Oncologist and by having the exposure to various treatments that could be administered it opened my eyes to the potential research 
that could be conducted for further treatments. I also have the desire to become a researcher so this opportunity exposed me to the 
progression of research that is then utilized in physicians’ practices. I was also able to have direct patient interaction as they were 
getting their therapy and learn the instrumentation used in the process. The overall idea of insulin being a cancer treatment was 
fascinating to me and I was blessed to be able to shadow a progressive physician like Dr. Winkler.  
  
PREPROFESSIONAL WORK EXPERIENCE   
PREPROFESSIONAL WORK EXPERIENCE REFLECTION 
By shadowing a series of medical professionals I have gained hands on experience that a classroom cannot teach and the reaffirmation 
that I whole-heartedly want to pursue a career in the medical field, specifically in Oncology.  
 
 
HONORS, AWARDS, AND RECOGNITION   
 
Strategic Initiative Competitive Grants Committee Member, January 2009 - January 2009  
I was appointed a position on the committee for the Strategic Initiative Competitive Grants Program by the Dean of Students. The 
Strategic Committee consists of two faculty, two staff, and two students and I have the privilege of being one of those members. This 
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committee meets to discuss grants submitted by various academic programs at Misericordia University and ultimately decides if the 
programs obtain the allotted amount of money they request from the Strategic Committee’s account. My role is to thoroughly read all of 
the grants that are submitted and bring comments as well as concerns to the committee meetings for further discussion.  
  
Who's Who Among Students in American Universities and Colleges Honoree, February 2009 - February 2009  
I was one of twenty students from Misericordia University to be submitted to the Who's Who program to be honored as a leader and 
service provider on campus.  
  
Presentation to Council Misericordia, April 2007 - April 2007  
I conducted a research project on the Misericordia University campus with Dr. Frank Dipino, in relation with SCHOTT Glass Company. I 
had the opportunity to present in front of Council Misericordia. I discussed what my research entailed in front of local business leaders 
in the community along with faculty and staff members that encompassed the Council.  
  
HONORS, AWARDS, AND RECOGNITION REFLECTION 
Being recognized for any award is a true privilege. I have worked extremely hard during my college years and to be able to present in 
front of Council Misericordia my first research project was a blessing. To then be further honored with being recognized by the 
Misericordia staff, faculty, and fellow students as a student to represent the University in the Who's Who Among American Universities 
and Colleges is an honor in itself.  
 
 
 
PROFESSIONAL AND EDUCATIONAL DEVELOPMENT   
 
Researcher, August 2008 - May 2009  
I am currently engaging in a research project with two of my colleagues. The research project involves the administration of an herbal 
supplement, Milk Thistle, through injection. We are in progress of injecting 30 mice daily with Milk Thistle or a 0.9% Saline Solution 
(placebo) while completing urine analyses of each group. After a month incubation period histochemical analyses will be performed to 
document the effects of the Milk Thistle on the mice. To further document the effects of the herbal supplement, we will compare the 
impact on mice with cirrhosis of the liver due to the administration of alcohol to the mice. Along with the specific research aspects of 
the project, daily maintenance is required to keep the animal room and cages sanitary. We are still in the incubation period of injection 
and hope to obtain conclusive results with the project.  
  
Researcher, October 2006 - November 2007  
Beginning in my sophomore year, I participated in an 18-month research grant with SCHOTT Glass Company. The grant was titled, 
Novel Methods for Understanding Protein Loss due to Protein Absorption within Pharmaceutical Packaging. The research tackled a 
significant question facing health care systems today—minimizing the cost of drugs and therapies. I had the opportunity to test 
absorbencies of solutions to assay at which concentration the solution would adhere to a protein-coated glass vial. By assaying the 
concentration levels of a “model drug,” Horseradish Peroxidase, adhering to the vial, I could then determine the quantity of drug that 
could be saved. In relation to the real world the amount of drug that can be saved would amount to cost savings for providers and 
patients. By conducting the research, I gained exposure to using various laboratory equipment and software, like a 96- well microplate 
reader and the Gen5 software. Because I conducted my research on the Misericordia University campus in relation to SCHOTT Glass 
Company, I presented to Council Misericordia what my research entailed. I presented in front of local business leaders in the 
community along with faculty and staff that encompassed the Council.  
  
Biology Club Vice President, August 2007 - May 2009  
As Vice-President of the Biology Club at Misericordia University I assist the President in creating and organizing fundraisers and service 
projects. I assist in making signs on upcoming meetings and contacting members via email to notify them on upcoming events of the 
club. I reserve rooms on campus when needed for programs put on by the club and get the fundraisers approved by Student Activities 
to then begin selling. Also, my duties are to get the required paperwork signed to notify the proper faculty of the fundraisers and 
service projects going to be done by the club. I also assist the Treasurer and Secretary in their duties to assure everything gets 
accomplished. One service project accomplished by the club entailed cleaning a fish tank by scrubbing it and providing new plants and 
fish to the tank that was donated to the science building in 1990. Another service project done was cleaning an area behind the science 
building of trash and larger rocks while getting it mulched to begin planting in the spring, wildflowers for a new garden. The Biology 
club is very interested in keeping the Earth healthy and preserving natural areas with native plants.  
 
Biology Camp Counselor, June 2007 - June 2007  
Over the summer for three days, the Biology Department holds a biology camp on the Misericordia campus for high school students to 
attend that are interested in biology. The first day the students move into the dorms and then they get a tour of the science building on 
campus, with the added bonus of seeing the cadaver lab. The next day consists of a hike in Rickett's Glen State Park while stopping 
periodically to do scientific experiments like water testing. As a camp counselor, I assisted with everything in regards to the students, 
from giving the tour around the campus and science building to walking behind the group while hiking to ensure everyone was safe.  
  
PROFESSIONAL AND EDUCATIONAL DEVELOPMENT REFLECTION 
I have had the privilege of working with Dr. Frank Dipino and Dr. Anthony Serino on extremely interesting research projects. I enjoyed 
my first research project with Dr. Dipino so much that I chose to complete another research project with Dr. Serino for no credit with 
two of my fellow students who needed the research project for credit. I enjoy researching greatly and will continue it throughout my 
professional career in the medical field.  
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SAMPLE SLT FOCUSED ON SERVICE (Sample only, please do not copy) 
(As a social work major, this student chose to highlight only her service experience) 

 
Student Leadership Transcript 

Kinsey J Thomas 

 

SERVICE/VOLUNTEER EXPERIENCE   
 
Scholars in Service to Pennsylvania, Fall 2008 - Spring 2012  
SISPA is an organization that recognizes students for completing 300 or 450 service hours that are completed over a one year span. 
Through this program, I have chosen to complete 300+ volunteer hours each term. The program encourages members to focus their 
service on one or two large projects, but I was also able to spread out my time amongst smaller projects of worthy cause. While in the 
program I spent much of my time volunteering to watch and work with children, shovel snow, rake leaves, clean up neighborhoods, tutor 
and educate peers, host clothing/toy/book/food drives, and work at a camp for children with special needs. Each experience offered me 
much of the same life lessons, but each experience also presented its own individual lessons too. As a SISPA I was required to complete 
logs exploring my many service hours and attend regular meetings. 
 
Campus Ministry Board Member, September 2008 - May 2011  
For three years, I was a board member and actively participated in various aspects of Campus Ministry. In 2010, I was the student 
coordinator for the Sacristans and a member of the SEARCH retreat. The following year, I served as the student coordinator for the College 
Kids for Girls Program. In addition, I continued to volunteer for other ministries, such as overnight services at the Catherine McAuley 
Women's Shelter and College Kids for Girls.  
  
Habitat for Humanity, March 2010 - March 2010  
I traveled to Wichita Falls, TX with a group of my peers over our Spring Break to participate in Habitat for Humanity for a week. During 
these seven days we all helped to erect the walls of several houses along with all of the roof trusses. We worked with site supervisors from 
the Habitat organization who taught us the skills necessary to perform these tasks. Also, we were openly welcome by the community who 
sponsored our lunch and dinner each night of the week.  
 
REACH Homeless Shelter, November 2009 - February 2010  
Through the REACH Homeless Shelter, I had the opportunity to assist other students and volunteers in moving a homeless family and 
donated materials into a single-family home. In addition, my friend and I organized a collection to gather donations of clothing and toys for 
this family throughout the holiday season.  
  
Jamaica Service Learning Experience, January 2010 - January 2010 
I traveled to Jamaica with a group of 10 students and 3 chaperones to do service with the people of the Manchester area. Went to a 
nursing home, orphanages, Boscov's home for boys and mustard seed. We also visited with some individuals that are part of the church 
community that were elderly or ill. 
 
Alternative Learner's Program (ALP) Notetaker, May 2006 - August 2008  
Every week, I turned in my notes for Western Civilization I and II to the ALP office for them to copy and hand out to students in my class 
with a learning disability. I think this is a good program because it allows those students with learning disabilities that would typically 
struggle in class simply because they had trouble taking notes and keeping pace to have the opportunity to succeed.  
 
Service Learning Classes, September 2007 - May 2009  
As a student at Misericordia University, I had the opportunity to participate in community service activities in conjunction with different 
academic classes. These classes included: Physics I and II, Human Performance I and II, and Occupations I and II. Some of the service 
learning experiences included: building an entrance ramp for a handicapped individual in the community with the help of CEO, participating 
in the Back Mountain Trails program, visiting and playing with children at a local daycare center, bowling at the local JCC, visiting the 
Salvation Army Center, and participating in a knitting mentorship program with an elderly individual at the local JCC.  
  
 
SERVICE/VOLUNTEER EXPERIENCE REFLECTION 
Participating in a variety of volunteer activities throughout college provided me with the opportunity to develop my interpersonal skills by 
working with others to meet a common goal. I enjoyed engaging in these experiences because I was able to meet and interact with a 
variety of people, all of whom contributed to my learning experiences and personal development.  
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(Sample only, please do not copy) 

 
STUDENT LEADERSHIP TRANSCRIPT 

KINSEY J THOMAS 
 
LEADERSHIP EXPERIENCE 

Peer Tutor-Medical-Surgical Nursing, August 2009 - December 2009 
Provided assistance to peers struggling with junior level medical-surgical nursing lecture. 
 
Peer Tutor- Biology, Psychology, Calculus, January 2007 - May 2008 
Provided assistance to peers struggling with classes such as biology, psychology, and calculus. Encouraged independent thinking and engaged 
discussion of the material. 
 
LEADERSHIP EXPERIENCE REFLECTION 
My leadership activities have developed my character throughout my college experience by encouraging me to take initiative and lead a group of peers 
effectively. Peer tutoring helped me reinforce past knowledge while improving speaking and people skills. I also developed many leadership qualities 
through helping peers. 

 
 
PREPROFESSIONAL WORK EXPERIENCE 

Resident Assistant at Meadows Manor Assisted Living Facility in Dallas, PA, October 2007 - Summer 2010 
Provide care to residents through help with activities of daily living. Administer medications, obtain vital signs, and perform dressing changes. 
 
Care Giver at Comfort Keepers in Mountaintop, PA, January 2007 - August 2007 
Provided care to clients by assisting activities of daily living. Provided in-home companionship through the use of therapeutic communication. 
 
PREPROFESSIONAL WORK EXPERIENCE REFLECTION 
My preprofessional work experience has helped me feel comfortable and work efficiently in health care settings. Working at the Meadows helped build 
my confidence and autonomy in nursing. I also practiced good habits of medication administration and learned the process of office work. I believe my 
preprofessional work experience has also helped to enhance effective use of therapeutic communication and my interpersonal skills. 

 
 
HONORS, AWARDS, AND RECOGNITION 

Partners in Nursing Scholarship, August 2006 - May 2010 
Academic scholarship offered to nursing students. 
 
Sigma Theta Tau Honor Society, February 2010 - May 2010 
Honor Society for nurses that recognizes superior achievement, the development of leadership qualities, fosters high professional standards, encourages 
creative work, and strengthens commitment to the ideas and purposes of the profession. 
 
McAuley Leadership Scholarship, August 2006 - May 2010 
Scholarship that recognizes leadership, volunteerism, and participation in extracurricular activities. 
 
Honors Program, August 2006 - May 2010 
Writing-intensive classes, critical thinking skills, and intellectual discussions through Honors Explorations were provided to challenge my thinking. 
Attended educational field trips to historical cities and museums to broaden my horizons. Completed Honors Capstone paper on inconsistencies 
surrounding the determination of brain death. 
 
Misericordia University Dean's List- 4 semesters, August 2006 - May 2008 
Award offered to students with superior academic standing. 
 
HONORS, AWARDS, AND RECOGNITION REFLECTION 
My honors, awards, and recognition have taught me that hard work and determination truly are appreciated by others. These awards make me 
appreciate how far I have come. I have also developed excellent professional standards and a passion for the nursing profession in order to be accepted 
into such an honorable society as Sigma Theta Tau. 

 
 
PROFESSIONAL AND EDUCATIONAL DEVELOPMENT 

CPR/AED for the Professional Rescuer and Healthcare Provider, August 2009 - August 2011 
Provided skills needed during emergency situations either in the hospital setting or in the community. Provided me with confidence in my nursing skills 
and gave me information to act effectively in an emergency setting. 
 
 

The Student Development Transcript is a student generated, self-reported record of a student’s learning experience and achievement outside of the classroom. Misericordia University does not guarantee, 
and is not responsible or liable for, the accuracy or truthfulness of any information appearing in this document. 
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Community Health Clinical, Spring 2010 - Spring2010 
Gained a greater understanding of community-oriented nursing by working with various organizations such as Hospice of the Sacred Heart, Volunteers 
in Medicine, Nurse Family Partnership, and Geisinger South's in-patient hospice unit. I gained a greater understanding of the importance and need of 
community-oriented nursing which focuses on health promotion and disease prevention. 
 
Student Nurses Association of Pennsylvania (SNAP), August 2006-May 2010 
Official nurse's association of Misericordia University. Schedule fundraisers to raise money for the group and community programs. Perform community 
health screenings and participate in Health Walks. Provided me with a professional network and appreciation for my career. Provided support and 
resources to broaden my horizons and develop a professional career. 
 
Wyoming Valley Health Care System Kindred Unit Clinical, March 2010 - May 2010 
Care for long-term, high-acuity patients in either respiratory failure or in need of extensive wound care. Gained confidence caring for ventilated patients 
with tracheostomies. Also gained confidence performing extensive wound care. 
 
Honors Capstone Paper, August 2009 - April 2010 
My honors capstone paper focused on the inconsistencies surrounding the determination of brain death related to a lack of national standards for such a 
determination. This paper will be presented in April 2010 to the Honors Program as my senior honors thesis. 
 
Geisinger Wyoming Valley Hospital Pediatric Unit Clinical, Spring 2009 - Spring 2009 
Provided care to pediatric patients through the use of the nursing process. Provided comfort and education to parents and family members of the 
pediatric patient. I gained head-to-toe assessment skills and learned to evaluate lab results. I also gained documentation, organizational, and time 
management skills which are priceless to a successful nurse. 
 
Geisinger Wyoming Valley Hospital Med-Surg Clinical, Spring 2009 - Spring 2009 
Provided care to patients with various medical-surgical ailments. Became more familiar with equipment frequently used on the unit and gained 
confidence in charting and lab interpretation. 
 
Wyoming Valley Health Care System Telemetry Unit Clinical, Fall 2009 - Fall 2009 
Provided care to patients with various cardiac-related problems. Performed role of medication nurse to entire wing of the unit. Performed charting and 
advanced lab interpretation skills. Became more familiar with cardiac monitors and evaluation of rhythm strips and gained a greater understanding of 
cardiac pathology and nursing interventions to promote cardiac health. 
 
Geisinger Wyoming Valley Hospital OB/GYN Clinical, Fall 2009 - Fall 2009 
Provided care to laboring mothers, newborn infants, and post-partum mothers. Assisted in vaginal delivery and observed Cesarean section. Gained 
greater understanding of women's health and newborn care. Became more familiar with fetal monitoring devices and enjoyed assisting the nurses with 
their tasks. 
 
VA Medical Center Psychiatric Clinical, Fall 2008 - Fall 2008 
Practiced the use of therapeutic communication in order to provide optimal care to patients. Organized group activities to initiate communication and 
gain insight to psychiatric disorders. Provided one-on-one care to at-risk patients. This clinical provided me with insight into psychiatric disorders and 
honed my therapeutic communication skills. 
 
VA Medical Center Clinical, Fall 2008 - Fall 2008 
Provided care to long-term residents through activities such as bathing, changing, feeding, range of motion exercises, and patient teaching. Gained 
invaluable assessment skills throughout the clinical experience. 
 
PROFESSIONAL AND EDUCATIONAL DEVELOPMENT REFLECTION 
My professional and educational development have helped me gain confidence in the hospital setting and further develop critical thinking skills. My 
honors capstone paper stretched my thinking and challenged me on an entirely new intellectual level. My eyes were opened to areas of healthcare that 
need improvement with the hope that improvement will be made within the near future. 

 
 
SERVICE/VOLUNTEER EXPERIENCE 

Northeast Regional Cancer Institute Breast Cancer Seminar, January 2010 - April 2010 
Data gathered on women in Luzerne County related to breast health and cancer risks will be presented in a seminar held in April 2010 at Misericordia 
University which will be open to the public. Working on this project with other nursing students at Misericordia and the NE Regional Cancer Institute 
helped me understand the importance of primary health care and the importance of outreach programs for the public related to health care issues. 
 
Misericordia University History Club, Fall 2009 - Spring 2010 
Helped Misericordia's History Club raise money via 50/50 raffles and various fundraisers. The History Club has flourished over the past few years 
because of fundraising help and volunteerism which I am glad to say I participated in. 
 
SPCA Honors Volunteer Activity, Spring 2007 - Spring 2007 
Volunteered an afternoon at the local SPCA facility in order to give back to the community. Presented my volunteer experience during an Honors 
meeting. I enjoyed volunteering at the SPCA because it was nice to give back to the community and help animals in need. 
 
SERVICE/VOLUNTEER EXPERIENCE REFLECTION 
My service/volunteer experience has helped me give back to the community. I feel fortunate to be able to give some of my time to a community 
that has helped me. 
 
The Student Development Transcript is a student generated, self-reported record of a student’s learning experience and achievement outside of the classroom. Misericordia University does not guarantee, 

and is not responsible or liable for, the accuracy or truthfulness of any information appearing in this document. 


