Notes On the Electronic Resume

and a Sample
The “electronic resume” is a resume prepared especially for transmission over the Internet or through other electronic means such as e-mail.  While the organization will remain essentially the same as the traditional or other types of resumes, what changes is the style and formatting.  These changes are necessary because of the difficulties in transmitting text electronically.  

Problems with Fonts

The greatest difficulty is the translation of fonts between the sending computer station and the receiving computer station.  As long as the receiving computer station has installed the same electronic font that the author used in composing the document, there probably will be no problems.  However, if the same font is not installed on the receiving computer station, certain text attributes will be distorted and electronically misinterpreted.

Problems with Formatting

The layout of the traditional resume, often featuring columns of text, tables, indentions, and frames, can present enormous problems when transmitted electronically.  Text boxes may overlap each other; graphics may become distorted; lines of text can be obliterated.

Suggestions

Because of these problems cited above, applicants preparing resumes for electronic transmission should observe the following conventions:

1) Avoid “artsy” fonts—don’t use elaborate scripts, italics, and heavily blocked or bold-faced fonts.  Use Times New Roman, Helvetica, or Arial fonts.  Don’t bold-face or italicize any text.

3) Use nouns rather than verbs when identifying your experience; that is, name the role you played rather than the tasks you performed.  For example, instead of saying something like “I managed a warehouse,” say instead, “warehouse manager.”

4) Include key phrases that appear in the electronic job announcement or posting.  Company Human Resources office personnel use scanners that will look for these key terms in the resumes and cover letters in order to perform initial screening and first-round elimination of applications.  If the key phrases don’t appear in your electronically transmitted resume and/or cover letter, your application may be eliminated in the first round of reviews.

5) Use simple blocks of information with few, if any, indentions.

6) Avoid embedding graphics, charts, diagrams, or other illustrations that may break up or distort the placement of text on the page.

On the pages below, you will find a sample resume prepare for submission by email.  Note that the organization follows the format for the traditional resume featuring the objective immediately after the heading and a “reference to references” at the closing.

Geoffrey Allan Grimes

223 Hanna Avenue

DeSoto, TX 75115

Telephone 972-224-5421

FAX 972-224-6627

E-mail ggrimes1@aol.com
Objective

Adjunct Professor of English in composition and/or literature courses offered through traditional lecture or distance learning modes of delivery.

Education

Post-Doctoral Studies

Summer, 2000




Microsoft Mentor training in educational multimedia development

Summer, 1998




Fellowship, United States Institute of Peace, Washington, D.C.

Curriculum training and development in international conflict resolution

Summer 1978




University of Texas Institute for Latin American Studies, Austin, Texas

Curriculum training and development in Latin American Studies for the Junior and Community College

Graduate Studies

1969 – 1975




Ph.D. in English, Texas Tech University, Lubbock, Texas

Doctoral Dissertation: “The Evolution of the Mark Twain Persona”

1967 – 1969




M.A. in English, Texas Tech University, Lubbock, Texas

Undergraduate Studies

1994 – 1996




Studies in Spanish, Mountain View College, Dallas, Texas

1962 – 1966




B.A. in English, Austin College, Sherman, Texas

High School

1959 – 1962




Diploma, South Houston High School, South Houston, Texas

Employment

Freelance Web Authoring

Web Content Authoring

“The American Tradition in Literature, Shorter Edition in One Volume, 10th edition

McGraw-Hill

Web Content Authoring

“Fiction 100,” 2nd edition, Prentice Hall

Web Content Authoring

“The Blair Handbook,” 3rd edition, Prentice Hall

Teaching

2003 to present

Adjunct Professor of English

Paul Quinn College

2000 to present




Adjunct Professor of English/Multimedia Authoring,

University of Texas at Arlington, Department of Interdisciplinary Studies

2000 to present



Adjunct Professor of English, Navarro College; Distance Education Program

1999 to present




Adjunct Professor of English, Tarrant County College Southeast Campus, Arlington, Texas

1990 to present




Adjunct Undergraduate and Graduate Professor of English and Human Development, Amberton University, Garland, Texas

1996 to 2000




Chair, Department of English, Mountain View College, Dallas County Community College District, Dallas, Texas

1971 to present




Professor of English and Humanities, Mountain View College, Dallas County Community College District, 
Dallas, Texas

1969 to 1971




Instructor of English, Department of English, Texas Tech University, Lubbock, Texas

1967 to 1969




Teaching Assistant, Department of English Texas Tech University, Lubbock, Texas

1966 to 1967




Classroom Teacher of English, Van Alystyne High School, Van Alstyne, Texas

Undergraduate Courses Taught

College Composition I & II, Creative Writing, Studies in Literature, Introduction to Literature, Studies in Non-Fiction, Survey of World Literature, Survey of American Literature, Survey of British Literature, Special Topics in Literature, Humanities 1302 (Special Topics), Technical Writing, American Literature (Special Topics), Studies in Mark Twain, Studies in Southwestern American Literature, Studies in Latin American Literature, Studies in Mexican Literature, Effective Writing Skills, and Writing, Rhetoric & Multimedia Authoring.

Graduate Courses Taught

Business Report Writing, Technical Writing, Creative Thinking, and Critical Thinking Skills.

Distance Education (Internet-based) Courses Taught

English 1301, English 1302, English 2311 (Technical Writing), English 2371 (Studies in Literature), English 2326 (Studies in American Literature), English 2327 (Early American Literature Survey), English 2328 (Modern American Literature Survey), and HBD 47-5715 (Critical Thinking Skills).

Publications

Articles from 1969 in composition, literature, folklore, art in College Composition and Communications, Arts and Ideas, The Community College Journal, New York Folklore Quarterly, Journal of the American Studies Association of Texas, and others.

Professional Papers

Rocky Mountain Modern Language Association, South Central Modern Language Association, Texas Folklore Society, League for Innovation Regional and National Conferences, American Association of Community College Trustees, Community College Humanities Association, Colorado Tele-Coop Association, United States Immigration Service, and others.

Special Training

Training in educational media and multi-media development with an emphasis in applications using the following computer programs: Microsoft Office Suite including Word, Excel, Access, FrontPage, and PhotoDraw; Corel WordPerfect, Corel Draw, Adobe Premier, Adobe Photoshop, Netscape Composer, Macromedia Director, Dreamweaver, Flash, Fireworks, Ulead Photo Editing, PhotoVista, PaintShop Pro, Animator Pro, Blackboard, Toolbook II Instructor, Toolbook II Assistant

Humanities Programming and Activities

Community College Humanities Association, North Texas Chapter

Co-founder, Mountain View College

Texas Cultural Alliance




Co-founder, 1975; 1975 to present 

“Hands Around the World”




Founder, 1974; 1974 to 1986

A children’s international citizenship program featuring art exchanges between young people in more than 70 different countries.

The Invitation Americas Studies 

Conferences: Guatemala




Founder/Co-director, 1977 to 1980, 1985 to 1992

Educational conferences conducted in Guatemala on behalf of cultural and educational agencies in Texas.

Honors and Awards

Professional

Named One of the Top Five Community College Professors in North America, 1991

Association of Community College Trustees

Innovator of the Year, 2002

Mountain View College, Dallas County Community College District

“Minnie Stevens Piper Professor Nominee,” 1973, 1981

Mountain View College, Dallas County Community College District

Community

“Order of the Tz’Unun,” Knighthood, Ministry of Education,

Republic of Guatemala, 1983

 “Geoffrey and Pam Grimes Day,” Dallas County, City of Dallas, City of DeSoto,

December 10, 1982

“Jeff Grimes Blvd.,” designated by DeSoto, Texas, 1981

References

Available upon request

