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Introduction 
 
Did you know your résumé is one of the most important documents you’ll make in your 
career? You have a piece (or two) of paper to sum up all your qualifications, 
specifications, and certifications in a professional format to catch the eye of a Human 
Resources Recruiter. With the growing force of technology, résumés are also being used 
as online marketing tools on sites such as Monster, Yahoo!, Career Builder and area 
hospital web databases. Therefore, it is important to build a quality résumé throughout 
your entire nursing program – don’t wait until the week before graduation! 
 
As the need for quality health care grows across the country, many hospitals and health 
care providers will be in need of registered nurses. However, just because you may be 
looking for employment during a ‘nursing shortage’, the biggest mistake you can make is 
not making the effort. In Stark County alone, you will be competing for your dream job 
with four area college’s graduates. You have the education to get your dream job – now it 
is time to use your résumé to sell yourself! 
 

The Perfect Résumé 
 
This guide will help you design a personalized résumé that best suites you and your 
qualifications. Therefore, there is no Perfect Résumé. A professional, business résumé 
will be perfect to YOUR specific career goals and qualifications. Many people can get 
lost in listing their jobs and responsibilities. Résumés have moved into an application of 
your job and education outcomes – what have you learned and what can you do? You 
will receive résumé guidelines in NRS260 – this guide will go beyond your coursework.  
 

Basic Outline of a Résumé 
 
Most résumés consist of a chronological outline of employment, education, service 
learning and other job related information in a professional format. The basic résumé 
outline follows: 
 

• Heading : Your name, address, phone number, email address 
• Objective Statement (Optional): Summarizes for the reader your career goals 
• Education: As recent graduates or current students, it is recommended to have 

your education at the top of your résumé. As you gain more work experience, 
education can move below employment descriptions. Information to include: 
name of school and specific degree, grade point average, and academic honors. 

• Employment History: a chronological listing of health care related or other 
employment before or during school.  

• Special skills: computers, foreign languages, certifications (CPR) 
• Professional and Educational Memberships: Aultman College Student Nurse 

Association, Student Senate, internships 
• Volunteer Activities: Service learning  
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Before You Start Your Résumé 
 
Résumé writing can cause major headaches if you do not properly prepare. Since this is 
the most important career document you will need, it is important to dedicate ample time 
in the preparation and planning for your résumé, as you would for writing and editing. 
Before you begin to write your résumé, sit down and write down your career goals. Ask 
yourself these questions: 

• What are you hoping to accomplish in your Dream Job?  
• What skills do you have that set you apart from your competition? 
• Why do you want to work for a specific employer? 
• What experience did you have in school to help prepare you for your career 

choice? 
• Can you demonstrate you work well under pressure? How? 
• What are your best qualities in your job setting? 
• Have you held leadership roles in any organizations (school or professional)? 
• Where do you see yourself in five, ten and 15 years? 

 
By writing out the answers to the questions, you will give yourself a clear direction in 
how to sell yourself to a potential employer. Human Resources Recruiters and Nurse and 
Floor Managers weed out résumés based on weaknesses in the formatting and direction 
of the résumé. You will not stand out if you simply list your job responsibilities – you 
need to go above and beyond: explain what you learned and how you were able to apply 
it. 
 
Myth Buster 1 – “Other than nursing school, I don’t have any experience in 
nursing. I won’t be able to get a good job until I gain more experience”. 
 
Myth Busted – If you are a recent graduate or current student without prior health care 
experience, do not worry! Your résumé can focus on your educational and licensure 
credentials, rather than previous work experience. Things to consider for recent graduates 
or current students without prior nursing experience: 
 

• Any scholarships or grants received during school 
• Service learning, such as: Meals on Wheels, Habitat for Humanity, etc 
• Grade point average and academic honors 
• Projects in which you demonstrated leadership skills in the classroom or clinical 
• METI lab peer and professor reviews 
• Class projects on customer service or different cultures to provide excellent 

patient care 
• Being involved with Student Life activities, such as: giving College open house 

tours, holding a position in Student Senate or Aultman College Student Nurse 
Association, volunteering for Student Life events to show engagement in your 
education or organizing a student-lead program or activity. 

• Provide information regarding your clinical rotations and how your education 
increased your nursing knowledge and application.  
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• Being an Aultman College Mentor to a new student and helping them through 
their first semester. 

• Non-health related work experience that helped develop specific skills such as: 
customer service, leadership, organization, prioritizing, etc.  

 
Above all, if you display the ideal values of the employees at your dream employer, your 
recruiter will see your potential! 

Résumé Guidelines 
 

1. Always type your résumé – never hand write!  
2. Use legible font – not “cute or trendy” font. Best fonts: Times New Roman, Arial, 

or Helvetica. Font size can range from 8-12, no bigger or smaller. 
3. Use the entire page and create margins no less than ½ inch on all sides. 
4. Avoid excess use of italics, bold or underline. Use strategically and consistently. 
5. Do not use graphics, pictures, clip art, WordArt or other distracting images. 
6. Bullets ( ٠) and lines (-) look more professional than plus signs (+) or asterisks 

(*). 
7. Avoid using all caps. 
8. Write the entire résumé in third person – do not make references to “I”, “me”, 

“we”, “they”, “us”, “you”, etc. 
9. Do not write full sentences. For example, do NOT write “I organized and 

arranged our student class to participate in the Aultman Heart Walk”. Instead: 
“Organized and arranged Aultman Heart Walk for student body to participate”.  

10. Do not include salary requirements, preferences or past salary history. 
11. Avoid listing personal information: height, weight, race, religion, marital status. 
12. Proofread! Proofread! Proofread! And proofread! 
13. Spell check! 
14. Print out on high quality printer and paper.  
15. As an Aultman College student, you will receive an Aultman College email 

address. As you graduate, your email will be deleted. To be safe from missing 
career-related emails once you graduate, it is a good idea to create a free Yahoo or 
Hotmail email address to use only for job searching.  

 
Myth Buster 2 – “I can use my personal AultmanCutie09@yahoo.com or 
AultmanHottie4eva@gmail.com email on my résumé since I use it for everything!” 
 
Myth Busted – Even if you have the qualifications and background needed for your 
Dream Job, your interviewer could potentially cut you out of the running based on 
something so simple, like your email address! Having a fun, personal email address may 
work for your MySpace account, but it will not portray you as a serious health care 
professional. You can sign up for a free email account through Yahoo, Google (GMail) or 
Hotmail. Suggestion: Use your full name to help the recruiter reach you easier – 
StevenStudent@yahoo.com or Steven_Student@yahoo.com. 
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Myth Buster 3 – “I don’t need to change my cell phone message while looking for a 
job!” 
 
Myth Busted – Your potential employer does not want to hear your ring-back tone, as 
cool as it may be at the moment. After screening your professional résumé, hearing 
“Umbrella” by Rihanna before you answer the phone does not set the tone as a serious, 
qualified professional. Neither does your voicemail featuring music or screaming in the 
background “Hey! Leave a message!” Instead, take the time to establish a professional 
voicemail message, including your whole name. Example: “Hello, you’ve reached Aully 
Aultman. I’m sorry I can’t answer your call but please leave me a message with your 
name and phone number and I will return your call promptly. Thank you and have a great 
day!” Recruiters also appreciate simple, automated messages which only state your phone 
number is unavailable. Recruiters then are assured they have dialed the correct number.  
 

Résumé’s Do’s and Don’ts 
 
DO: Have at least 3 people read and proof your résumé. 
DON’T: List your state nursing licensing number on your résumé as your employer will 
request an official copy of your license from the issuing state.  
DO: Pay close attention to detail: Numbers one through nine are spelled out, 10 and 
above need to be typed as numbers.  
DON’T: Embellish – if you supervised five people, don’t round up and say it was a group 
of 10. Embellishes are often caught and will be an automatic eliminator in the eyes of the 
hiring manager.  
DO: List hobbies which pertain to the job (i.e.: certified Lifeguard, reading medical 
publications, etc). Also list military experience (including ranks, special trainings, etc) as 
professional experience.  
DON’T: List personal hobbies (i.e.: yoga, socializing, etc) 
DO: Proofread your phone number listed on your résumé! Many times people over look 
their number and you do not want the recruiter calling someone else for your interview! 
DON’T: Go over two pages. 
DO: Make sure to place your name on all pages (see Résumé Example 4).  
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Action Words 
 
Action words should be used throughout your résumé to display leadership and action. 
Remember, you want to go beyond listing jobs – explain what you learned.  
 
TIP: Sentences throughout your résumé need to be in past tense – “Organized and 
managed nurse aids’ schedules.” 
 
Achieved Administered Advised 
Acted Analyzed Applied 
Adapted Advanced Approved 
Answered Arranged Assembled 
Assisted Approved Analyzed 
Attained Built Balanced 
Budgeted Broadened Calculated 
Centralized Chaired Critiqued 
Coached Charted Classified 
Collaborated Communicated Complied 
Completed Composed Conducted 
Consolidated Consulted Contacted 
Controlled Contributed Coordinated 
Counseled Created Captured 
Cultivated Defined Decided 
Delegated Delivered Designed 
Developed Diagnosed Demonstrated 
Directed Eliminated Established 
Engineered Enhanced Exercised 
Evaluated Expanded Elected 
Experimented Formulated Formed 
Financed Founded Forecasted 
Focused Generated Grouped 
Guided Gathered Greeted 
Helped Headed Hired 
Identified Illustrated Implemented 
Improved Improved Increased 
Installed Instituted Instructed 
Interviewed Invented Introduced 
Led Launched Localized 
Maintained Managed Mapped 
Measured Modified Motivated 
Moved Monitored Moderated 
Narrated Negotiated Observed 
Obtained Offered Orchestrated 
Operated Ordered Participated 
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Organized Orientated Originated 
Planned Prepared Published 
Produced Performed Pioneered 
Projected Presented Promoted 
Purchased Provided Proved 
Reacted Recommended Recovered 
Received Raised Ranked 
Recruited Redesigned Represented 
Researched Scheduled Screened 
Reviewed Resolved Referred 
Searched Supervised Scheduled 
Secured Segmented Selected 
Served Submitted Tailored 
Signed Solved Specified 
Targeted Taught Transferred 
Trained Tested Utilized 
Updated Verified Valued 
Visited Volunteered Welcomed 
Won Worked Weighed 
Wrote   
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Sample Résumés 
 
Résumé Example 1 (Page 10) was from a recent college graduate who did not have a lot 
of nursing experience. The résumé is very simple and to the point. The person was hired 
for the position. 
 
Résumé Example 2 (Page 11) is more detailed, listing specific job responsibilities and 
qualifications. The person listed specific clinical rotations, which gave great insight to the 
recruiter for job placement. The candidate demonstrated non-related work experience to 
add to their qualifications. The résumé also lists several scholarships received during 
their education, showcasing commitment and dedication from scholarship committees. 
Candidate was hired for the position. 
 
Résumé Example 3 (Page 13) is a basic résumé for students who may work for the 
college or are involved in student activities. Students can also list volunteer experience on 
résumés to display enthusiasm to serving others.  
 
Résumé Example 4 (Page 14) is a résumé highlighting both related and non-related 
health care experience. The résumé also highlights scholarships, college activities and 
other colleges.  
 
Résumé Examples 1, 2 and 5 were provided by Aultman Health Foundation Human 
Resources as actual résumés (personal information removed from job applicants).  
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(Résumé Example 1) 
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(Résumé Example 2) 
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(Résumé Example 3) 

Aully A. Aultman 
1234 Main Street ٠ North Canton, Ohio 44720 

330.555.5555 ٠ AullyAultman@yahoo.com 
OBJECTIVE  
To work for Aultman Health Foundation as a registered nurse to provide exceptional 
customer service and patient care.  
 
EDUCATION 
Aultman College of Nursing and Health Sciences 
Degree: Associates of Science in Nursing 
Expected Graduation Date: 12/08 
GPA: 3.45 
 
EMPLOYMENT HISTORY 
Aultman Health Foundation      05/2007 – Present  
Emergency Room Technician 
Canton, OH 

• Assisted patients and nursing staff by completing assignment and tasks. 
• Provided outstanding customer service to patients by exceeding expectations. 
• Assessed, planned and implemented strategic patient care. 
• Worked while attending school full-time. 

 
Aultman College of Nursing and Health Sciences   01/2007 – 05/2008 
Clerical Scholarship Recipient 
Canton, OH 

• Organized and maintained student records in college resource room. 
• Completed projects in a timely and professional manner for college 

administrators.  
• One of four students selected to participate in clerical program, .02% of overall 

student population. 
 
LICENSES AND CERTIFICATIONS 

• Licensed Ohio Nurse’s Aide 
• CPR and First Aid Certified 
• Certified Lifeguard 

 
MEMBERSHIPS AND AWARDS 

• Aultman College Student Senator    2008 
• Aultman College’s President’s List    2007-2008 
• Aultman College Student Nurse Association Member 2007-2008 
• 1892 Scholarship Recipient     2007 
• Meals on Wheels Volunteer     2005-2008 

 

08/2008 
B. Fehlman 



 Page 14

(Résumé Example 4) 

SALLY STUDENT 
789 Main Street 

Canton, OH 44710 
330.555.8888 

S_Student@gmail.com 
EDUCATION: 
Aultman College of Nursing and Health Sciences    2007 – Present                                  
Canton, OH 
Degree: Associates of Science in Nursing 
Graduation Date: May 2009 
GPA: 3.0 
 
Kent State University        2004 – 2007 
Kent, OH 
Degree: Associates of Science in Business 
GPA: 3.0 
 
PROFESSIONAL EXPERIENCE: 
Main Nursing Home, Canton, OH      2007 – Present 
Nurse Aide 

• Provided care for geriatric patients. 
• Developed personalized customer service. 
• Transported patients and answered call lights.  
• Assisted with daily hygiene routines and tasks.  
• Supervised daily activities and events for patients.  

 
Aultman Health Foundation, Canton, OH     2007 - Present 
Student Clinical Rotations   

• Memorial 4 South 
• Memorial 4 East 
• Emergency Room 
• Aultman Woodlawn Center, Geriatrics/Rehabilitation  
• Medical Intensive Care Unit 

 
Chili’s Bar and Grill, Fairlawn, OH      2004 – 2006 
Hostess 

• Greeted guests and provided individual customer service. 
• Organized serving schedules and maintained guest lists.  
• Facilitated new hostess training sessions. 

 
LEADERSHIP AND AWARDS: 

• Aultman College Student Ambassador 
• Aultman College Student Nurse Association, Member 
• 1892 Aultman College Scholarship Recipient 
• SAL Compassion Award Scholarship Recipient 
• Aultman College Golden Owl Student of the Month, January 2008 

 
REFERENCES: 

• Available upon request.  
 
 

08/2008 
B. Fehlman 



 
 

 Page 15

 
Résumé Sample 5 is an example of a candidate who was turned down due to an 
unorganized résumé. The résumé states solid qualifications, but the design and layout of 
the résumé does not highlight the person’s qualifications.  
 

(Résumé Example 5) 
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Next Step: The Interview 
 
Your résumé has caught the eye of your potential employer and you have won yourself 
an interview at your Perfect Employer. Your interview is the next crucial step in your job 
search. The interview is an opportunity for a recruiter and/or manager to determine if you 
are the perfect fit for their need. The interview is your opportunity to sell yourself and go 
beyond reciting your résumé. The interview also takes a lot of time and preparation, like 
your résumé.  
 
Step One: Research 
 
Stepping into an interview without researching your potential employer has the risk of 
eliminating you from consideration. Employers want motivated, enthusiastic and engaged 
employees. A job candidate who related to the employer’s vision, mission and goals 
during their interview demonstrates engagement to the recruiter.  
 
Log on to your potential employer’s website and research their mission statement, values, 
goals and annual reports (all of which should be located on their website). If available, 
read their company history, success stories, case studies and customer reviews located on 
their website. Familiarize yourself with the company’s goals so you can incorporate your 
qualifications to their vision. For example: “I received several positive patient feedback 
cards while I was in my clinical rotation, and I focused a lot of specific customer service 
techniques. I often asked patients about their children they told me about. I know the 
hospital focuses on exceeding customer expectations and I plan on providing excellent 
service.” Make sure your values and beliefs match those of your Dream Employer – you 
will not be happy if you do not value the same beliefs.  
 
TIP: If you are nervous about your wardrobe choice for your interview, do more research 
on the company’s website. Most companies post company policies publicly, such as their 
company dress code. If you find their dress code, read through it and pick out your outfit. 
For example, you may find the company does not allow open toed shoes for women or 
limits the amount and length of facial hair for men. Dress according to their dress code.  
 
Step Two: Avoid a wardrobe malfunction 
 
First impressions are crucial in the job hunt. Despite your qualifications, a bad outfit 
could automatically eliminate you from the competition. Pick your outfit ahead of time so 
you aren’t rushed the morning of the interview. 
 

Do’s and Don’ts of Interviewing Wardrobe 
DO: Wear a business suit. Just because you are applying to be a registered nurse who will 
work in scrubs, you need to dress professionally for the initial interview. 
DON’T: Wear scrubs or your school uniform. It is unprofessional to arrive to an 
interview in scrubs. You are perceived to be unprepared and have not given attention to 
the importance of the interview. However, if emergencies happen and you must wear 
your school uniform, call your recruiter to let them know before the interview.  
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DO: Take out inappropriate jewelry – including body piercing and more than one ring on 
each hand. 
DON’T: Wear tight clothes. Tight dress shirts are unflattering and distracting. 
DO: Bring a pad-folio to take notes and keep extra résumés on hand. 
DON’T: Wear jeans, shorts, sweats, low cut blouses, sandals, hats, or anything 
inappropriate.  
DO: Invest in a quality, matching suit from a retailer. Popular colors are black, brown, 
gray or navy. 
DON’T: Come smelling of cigarette smoke, excessive perfume, aftershave or cologne. 
DO: Leave your cell phone or Bluetooth ear piece in your car. You do not need it and you 
will not have to worry about turning it off. Candidates have been automatically turned 
down due to their cell phone ringing during an interview.  
DON’T: Wear fishnet stockings. They may be very “in” right now in fashion, but they 
still are deemed inappropriate for a job interview.  
DO: Bring breath mints, but no chewing gum!  
 
Step Three: Practice 
 
Mock interviews can be beneficial to the preparation of your interview. You will feel 
more relaxed and confident. Ask your spouse, a close friend, relative, or Aultman College 
staff member to help you prepare. You can call Student Assistance Coordinator Theresa 
Prezioso or Student Life Coordinator Brittany Storesina to schedule a practice mock 
interview.  
 
Step Four: References 
 
When submitting your résumé, typically you do not need to submit references until the 
interview is scheduled. When selecting your references, make sure to select people who 
have worked with you in a business setting, avoid personal friends or relatives. Examples 
of references include instructors, former employers, college staff or personnel, academic 
advisors and personal mentors. Before you select your references, make sure to ask the 
individual first! Your reference will most likely agree, but you always need to ask before 
citing them as a reference. Also, if you have a group of references to use during job 
searching, make sure to notify them each time you go to an interview as a professional 
courtesy.  
 
TIP: Due to the Federal Education Rights and Privacy Act (FERPA), College employees 
cannot and will not give a professional reference for a student unless the employee has 
previously agreed to be a reference for the student. Translation – don’t put down your 
favorite instructor as a reference without discussing it with them first or the instructor 
will not be able to talk to your recruiter. Students also must sign a waiver with the 
College, granting permission of a professional reference.  
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Step Five: Arrive early. 
 
Interviewers may not even see you if you arrive late to a scheduled interview. Map out 
your destination ahead of time and do a practice drive to the location prior. Factor in time 
for traffic. Give yourself ample time getting to the interview – you do not want to cut off 
your interviewer in the parking lot! However, do not arrive to the interview too early. 
Arrive 15 minutes prior to the meeting.  
 
And now, the Interview! 
 
After you have arrived 15 minutes early, it is your time to shine! The best advice is to be 
yourself. Interviewers can often spot a “fake” candidate, so it is best to believe in your 
qualifications and be yourself!  
 

Congratulations! What now? 
 
Congratulations – you were offered a position upon graduation! Even though the position 
has been offered, it is still important to continue your professional behavior. Once a 
recruiter offers a position upon graduation and a passing NCLEX exam, it is up to you to 
follow through accordingly: 
 

1. Notify your recruiter regarding your NCLEX exam date (via email or phone). It is 
preferred that you notify your recruiter BEFORE you take the exam, therefore the 
recruiter can use the time to set up your necessary requirements (physical, 
background check, drug screening, etc).  

2. Once you’ve passed, notify your recruiter to allow ample time to schedule for 
orientation. Do not assume you can start the next day. Remember, your recruiter 
is helping place several other new graduates and needs sufficient time to schedule 
all the background work and orientations.  

3. Maintain professional conduct and courtesy during the period between the job 
offer and orientation. Remember, the job isn’t official until you arrive to 
orientation. If you fail to complete your drug screen or other necessary 
requirements, you might risk losing your offer.  

4. Refer to the Sample Offer Letter (Page 20) from Aultman Health Foundation. 
To ensure a timely start date and secured job offer, it is imperative to follow the 
instructions written in the offer letter. 
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Sample Offer Letter - Aultman Health Foundation 
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