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Content Features

Common Contents

Name
--Education
--Work History Contact information
--Skills and Knowledge
--Honors/ Objective statement

Awards/Licenses/Certificates
-- Activities/Organizational
Memberships

--References
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Heather Bens

Current
3268 University Sation
Clemson, 5C 20631
(B6<) 858-T432

Fermanent

801 5. Wallace Road
Florence, 5C 19506
(843) 665-7407

Intemeship in civil enginsering to apply skills and to advance m the fald.

BS in Civil Engineering, ‘Clemson University, Clemson, South Carolina, December 2003.
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¥ EMFLOYMENT HISTORY

General Rules

>everything fits on ONE page
>careful consistency throughout
>dates included, in ascending
order with most recent first
>Quandrant test: each quadrant
of page should roughly have
equal amounts of text and white
space

>seek to meet the 20 second test
(everything comprehensible in 20
secs)

S‘rmkntEnglm.ng Intern, Hayes, Seay, Mattem & Mattem, Inc, Flarence, South Carolina,
BT, Decemher 2001 - Jamuary 2002

«  Warked closaly with\vil and stnacrural enginssring profeszsionals, and AmoC AT spedalize:
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AT AT 2000, 20004, 2002, Maple, Matip, T
Microsoft Word, Excel, Power Pomt. Ouilod

ChmthIFESchomL‘stlpuau Fall 190K
E‘ccnxoln Scholarship Recipient, Fall 1999-May 200,
Dean’s List, Fall 2000, Spring 2001
Interrational fmiar Civitan of the Year, e 1998
Participated in the ntemational Bacralvoraate Program. Agsust 1997-Tuns 1909
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Document Design Principles

~ Alignment

--columns and tabs used to create
balance and differentiate information
--left justification

--bulleted lists for non-chronologic info.

Contrast

--font size and bolding used to
differentiate text

--headings in larger, bold, san serif font
--text 12 pt. font (no less than 11 pt.),
serif

\
Linguistic/Rhetorical Feature

flashy adjectives).

-- Use of incomplete sentences starting with active verbs as well as strong
nouns with appropriately descriptive adjectives. (Beward empty or over-




