Resume Musts

1. Snap in Resume by Partner. Review the community partner’s website that you worked for gathering information about their organization. List highlights on your resume as it relates to your experience. For an example see “Community Partner Information” below.

2. O-net Link. Review the generalized job position description on http://www.onetonline.org and http://mncis.intocareers.org websites.  For an example see “O-net job description” below.

3. Community Partner Biography. Look over the job description of the job that you performed for specific tasks that pertain to what you did. See the example of “Job Description” below.

4. NHCC Majors. Explore other North Hennepin Community College’s majors on o-net that may interest you. See the list below “NHCC majors.”

5. Sample Resumes. Read through “MU Career Center’s, Guide to Resumes” below for ideas on how to write your resume.

1. Community Partner Information

	Big Brothers Big Sisters
Changing perspectives. Changing lives.
[image: http://www.bbbs.org/atf/cf/%7b8778D05C-7CCB-4DEE-9D6E-70F27C016CC9%7d/About_Us.png]For more than 100 years, Big Brothers Big Sisters has operated under the belief that inherent in every child is the ability to succeed and thrive in life. As the nation’s largest donor and volunteer supported mentoring network, Big Brothers Big Sisters makes meaningful, monitored matches between adult volunteers (“Bigs”) and children (“Littles”), ages 6 through 18, in communities across the country. We develop positive relationships that have a direct and lasting effect on the lives of young people.  Click here to view our 2009 Annual Report and learn more about Big Brothers Big Sisters.
Vision: all children achieve success in life.  
Mission: provide children facing adversity with strong and enduring, professionally supported one-to-one relationships that change their lives for the better, forever.
Accountability: by partnering with parents/guardians, volunteers and others in the community we are accountable for each child in our program achieving:
• Higher aspirations, greater confidence, and better relationships
• Avoidance of risky behaviors
• Educational success
Our Programs Start Something Here's the proof. National research has shown that positive relationships between Littles and their Bigs have a direct and measurable impact on children’s lives. By participating in our programs, Little Brothers and Sisters are: 
· more confident in their schoolwork performance 
· able to get along better with their families 
· 46% less likely to begin using illegal drugs 
· 27% less likely to begin using alcohol 
· 52% less likely to skip school.1 
BBBS of the Greater Twin Cities
2550 University Avenue - Suite 410N
St. Paul , MN 55114
thinkbig@bigstwincities.org
http://www.bigstwincities.org
(651) 789-2447

2. O-net Job Description


Summary Report for:
27-1024.00 - Graphic Designers
Design or create graphics to meet specific commercial or promotional needs, such as packaging, displays, or logos. May use a variety of mediums to achieve artistic or decorative effects.
Sample of reported job titles: Graphic Designer, Graphic Artist, Designer, Creative Director, Artist, Design Director, Composing Room Supervisor, Creative Manager, Desktop Publisher, Graphic Designer/Production 
[bookmark: menu][bookmark: Tasks]Tasks	
· Create designs, concepts, and sample layouts based on knowledge of layout principles and esthetic design concepts.
· Determine size and arrangement of illustrative material and copy, and select style and size of type.
· Confer with clients to discuss and determine layout design.
· Develop graphics and layouts for product illustrations, company logos, and Internet websites.
· Review final layouts and suggest improvements as needed.
· Prepare illustrations or rough sketches of material, discussing them with clients or supervisors and making necessary changes.
· Use computer software to generate new images.
· Key information into computer equipment to create layouts for client or supervisor.
· Maintain archive of images, photos, or previous work products.
· Prepare notes and instructions for workers who assemble and prepare final layouts for printing.
back to top 
Tools & Technology
Tools used in this occupation: 
	Desktop computers

	Laser printers — Computer laser printers; Wide format printers

	Notebook computers — Laptop computers

	Personal computers

	Tablet computers — Graphics tablets


Technology used in this occupation: 
	Data base user interface and query software — FileMaker Pro software; Microsoft Access; Structured query language SQL

	Desktop publishing software — Adobe Systems Adobe FrameMaker; Adobe Systems Adobe InDesign; Adobe Systems Adobe PageMaker; QuarkXPress

	Graphics or photo imaging software — Adobe Systems Adobe Fireworks; Adobe Systems Adobe FreeHand; Adobe Systems Adobe Illustrator; Corel CorelDraw Graphics Suite

	Web page creation and editing software — Adobe Systems Adobe Dreamweaver; Adobe Systems Adobe Flash Player; Adobe Systems Adobe Macromedia HomeSite

	Web platform development software — Adobe Systems Adobe ColdFusion; Cascading Style Sheets CSS; Hypertext markup language HTML; JavaScript


back to top 
Knowledge
	Design — Knowledge of design techniques, tools, and principles involved in production of precision technical plans, blueprints, drawings, and models.

	Communications and Media — Knowledge of media production, communication, and dissemination techniques and methods. This includes alternative ways to inform and entertain via written, oral, and visual media.

	Computers and Electronics — Knowledge of circuit boards, processors, chips, electronic equipment, and computer hardware and software, including applications and programming.

	English Language — Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar.

	Fine Arts — Knowledge of the theory and techniques required to compose, produce, and perform works of music, dance, visual arts, drama, and sculpture.

	Sales and Marketing — Knowledge of principles and methods for showing, promoting, and selling products or services. This includes marketing strategy and tactics, product demonstration, sales techniques, and sales control systems.

	Customer and Personal Service — Knowledge of principles and processes for providing customer and personal services. This includes customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction.


back to top 
Skills
	Active Listening — Giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.

	Operations Analysis — Analyzing needs and product requirements to create a design.

	Speaking — Talking to others to convey information effectively.

	Writing — Communicating effectively in writing as appropriate for the needs of the audience.

	Critical Thinking — Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems.

	Reading Comprehension — Understanding written sentences and paragraphs in work related documents.

	Active Learning — Understanding the implications of new information for both current and future problem-solving and decision-making.

	Coordination — Adjusting actions in relation to others' actions.

	Judgment and Decision Making — Considering the relative costs and benefits of potential actions to choose the most appropriate one.

	Complex Problem Solving — Identifying complex problems and reviewing related information to develop and evaluate options and implement solutions.


back to top 
Abilities
	Originality — The ability to come up with unusual or clever ideas about a given topic or situation, or to develop creative ways to solve a problem.

	Written Comprehension — The ability to read and understand information and ideas presented in writing.

	Fluency of Ideas — The ability to come up with a number of ideas about a topic (the number of ideas is important, not their quality, correctness, or creativity).

	Near Vision — The ability to see details at close range (within a few feet of the observer).

	Written Expression — The ability to communicate information and ideas in writing so others will understand.

	Oral Comprehension — The ability to listen to and understand information and ideas presented through spoken words and sentences.

	Oral Expression — The ability to communicate information and ideas in speaking so others will understand.

	Visualization — The ability to imagine how something will look after it is moved around or when its parts are moved or rearranged.

	Category Flexibility — The ability to generate or use different sets of rules for combining or grouping things in different ways.

	Inductive Reasoning — The ability to combine pieces of information to form general rules or conclusions (includes finding a relationship among seemingly unrelated events).


back to top 
Work Activities
	Thinking Creatively — Developing, designing, or creating new applications, ideas, relationships, systems, or products, including artistic contributions.

	Interacting With Computers — Using computers and computer systems (including hardware and software) to program, write software, set up functions, enter data, or process information.

	Getting Information — Observing, receiving, and otherwise obtaining information from all relevant sources.

	Making Decisions and Solving Problems — Analyzing information and evaluating results to choose the best solution and solve problems.

	Communicating with Persons Outside Organization — Communicating with people outside the organization, representing the organization to customers, the public, government, and other external sources. This information can be exchanged in person, in writing, or by telephone or e-mail.

	Updating and Using Relevant Knowledge — Keeping up-to-date technically and applying new knowledge to your job.

	Organizing, Planning, and Prioritizing Work — Developing specific goals and plans to prioritize, organize, and accomplish your work.

	Communicating with Supervisors, Peers, or Subordinates — Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.

	Establishing and Maintaining Interpersonal Relationships — Developing constructive and cooperative working relationships with others, and maintaining them over time.

	Interpreting the Meaning of Information for Others — Translating or explaining what information means and how it can be used.


back to top 
Work Context
	Electronic Mail — How often do you use electronic mail in this job?

	Indoors, Environmentally Controlled — How often does this job require working indoors in environmentally controlled conditions?

	Telephone — How often do you have telephone conversations in this job?

	Spend Time Sitting — How much does this job require sitting?

	Time Pressure — How often does this job require the worker to meet strict deadlines?

	Face-to-Face Discussions — How often do you have to have face-to-face discussions with individuals or teams in this job?

	Level of Competition — To what extent does this job require the worker to compete or to be aware of competitive pressures?

	Importance of Being Exact or Accurate — How important is being very exact or highly accurate in performing this job?

	Duration of Typical Work Week — Number of hours typically worked in one week.

	Spend Time Making Repetitive Motions — How much does this job require making repetitive motions?



3. Job Description

 Big Brothers Big Sisters of the Greater Twin Cities 
Unpaid Internship Position Description 
POSITION TITLE: Graphic Design Intern 
DEPARTMENT: Marketing & Public Relations 
POSITION SUMMARY: The Graphic Design intern will work with BBBS staff to help develop and produce marketing communications collateral. 
RESPONSIBILITIES: 
Conceptualize, design and produce promotional materials such as flyers, ads, brochures, promotional items and/or displays 
Plan, schedule, and implement design projects related to marketing collateral 
Maintain electronic archive system of completed projects for easy future reference 
Must understand the importance of consistent branding and will be responsible for upholding integrity of agency graphic standards 

QUALIFICATIONS: 
Proficiency with Creative Suite 2 (InDesign, Illustrator and Photoshop), Microsoft Publisher and Adobe Acrobat 8.0 
Ability to design and produce press-ready materials 
Ability to work with external print production vendors 
Detail-oriented work style 

TRAINING: 
Orientation to Big Brothers Big Sisters of the Greater Twin Cities 
On-the-job coaching from an experienced marketing professional 

SUPERVISOR: Philip Hussong, Marketing and Public Relations Associate 
TIME COMMITMENT: Minimum of 15 hours per week for at least two months 
BENEFITS: 
Exposure to non-profit marketing communications and design management 
Career building training, such as portfolio and resume preparation 
Internship may be taken for class credit 

LOCATION: Big Brothers Big Sisters of the Greater Twin Cities 
2550 University Avenue Suite 410N 
St. Paul, MN 55114 
CONTACT: Barbara Alfrey, Director of Human Resources & Volunteer Services 
balfrey@bigstwincities.org, 651-789-2451
4. NHCC Majors

PERFORMING/VISUAL ARTS AND DESIGN
Graphic Design
Studio Arts
Theatre

LEGAL / PROTECTIVE SERVICES
Criminal Justice
Law Enforcement
Paralegal

BUSINESS / COMPUTER SCIENCE
Accounting
Business Management
Business Computer Systems & Management
Computer Science
Marketing / Advertising / Sales

LIBERAL ARTS / GENERAL STUDIES
American Sign Language
Creative Writing
English for Speakers of Other Languages
History
Individualized Studies
Liberal Arts
Mathematics

CONTRUCTION / TRADES
Building Inspection Technology
Construction Management
Engineering (Pre)
Housing Inspection 
Operations Management
Public Works

SCIENCE / HEALTH CAREERS
Biology 
Chemistry
Histotechnology
Medical Lab Technology
Nursing
Physical Education


5. For help with your resume, see
“Guide to Resumes” follow the link below. 
http://career.missouri.edu/resources/pdfs/Guide%20to%20Resumes%20S2010.pdf
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