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Rory Callow
11 Blue Hill Road	610-555-1212
Kingston, PA 19089        	 rcallXXX@live.kutztown.edu

 Objective
An internship in the field of human services; special interest in working with at-risk teens

 Qualifications
· Excellent communication and interpersonal skills
   Experience working with diverse populations
   Fluent in Spanish and English
   Strong computer and data entry skills
   Well organized, personable, and dependable 

Education
B.S.  Kutztown University of Pennsylvania 	         Kutztown, PA     
Major:  Criminal Justice                                                                     	May 2015
	Minor:  Psychology

Honors
President’s Scholarship, Kutztown University, Kutztown, PA	              2011-2012
Eagle Scout, Troop 123, Kingston, PA	           2010
[bookmark: _GoBack] 
Related Experience
Volunteer, KUBok Neighborhood Watch, Kutztown, PA       	      November 2011-Present
	In conjunction with Kutztown Borough residents and police, monitored streets
	of Kutztown during peak social hours to keep students and residents safe.

Extern, Kingston Police Department, Kingston, PA  	   July 2012
	Observed daily duties of police officers during a ride-along experience.

 Work Experience
Desk Receptionist, Kutztown University, Kutztown, PA                  	         January 2012– Present
Greet guests and residents, enforce visitation policy and check guest identification.
	Answer questions, perform administrative and clerical tasks.

Head Life Guard, Hillcrest Swim Club, Kingston, PA  	                             Summer 2011
Life Guard       	 Summers 2009 and 2010
Insured safety of patrons, enforced all rules and regulations, coordinated
emergency procedures, provided first aid in emergency situations, maintained 
positive relationships and rapport with patrons, and performed general maintenance.

Campus Involvement
Criminal Justice Club                                                                                  	January 2012– Present
Deatrick Hall Council	     October 2011– Present
Men’s Lacrosse Club	September 2011– Present

References                                         	
 Available upon request    


Do not include the names and contact information of your references on your resume.  If space allows you may include this statement.
Indent body text under the section headings. 

All body text should align to one point of indent.
  Do not create multiple points of indent as you would
 in an outline.
Use 12-14 point boldface font for all section headings
and 
10-12 point regular font
for body text. 





Use action verbs to describe your experience. Do not list every task you performed, rather, focus on those tasks/skills that relate to your career objective.  
Remember even employment unrelated to your career objective can demonstrate your ability to work as a team player, meet the goals of an organization, take direction and assume responsibility.
Align non-substantive info such as dates, city, and states on the right margin. 

Use Stop Tabs to create 
a sharp right hand margin.  From the Page Layout Tab, click on Paragraph Dialog Box.
Click on the Tabs Button. 
Under Tab Stop position type where you want it to appear on the horizontal ruler. 
Under alignment click 
on Right tab. Click Set. 
 
Use a qualifications, skills or summary section to highlight 4-6 strengths that are relevant to your objective.  
Emphasis your name by using bold face and larger font.
Set your margins at 1/2”-1”.

Use “Line Spacing Options” menu to set line spacing to single. Ensure that spacing before and after paragraphs is set to zero.

Single space the body text. 
Double space between sections.
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