scorrsonLe CAREER
COMMUNITY COLLEGE

A MARICOPA COMMUNITY COLLEGE S E RV I ‘ E S

Create your comprehensive and professional resume following this guide.
Check out the formats and layout samples available on the SCC Career Services website.

HOW TO BUILD A RESUME

YOU WILL BENEFIT BY BUILDING YOUR
PROFILE IN MARICOPA PIPELINEAZ.

bit.ly/mcccd-pipelineaz

1. Explore in Maricopa PipelineAZ and pick a job you want.

2. Begin your document by centering your name, telephone

number and email address at the top of the page. Sample layouts:  bit.ly/scc-career-services

3. Add your educational background with programs, titles,

certificates and achievements earned.

4. List your relevant experience showcasing your matching skills from the job description and

highlighting your contributions.

5. Review your statements for use of keywords in the job description.

6. Get feedback on your resume from your Faculty, Writing Center Tutors or Career Services.

SUBMIT RESUME

IF YOU CAN CHECK EACH OF THE FOLLOWING BOXES, YOU ARE READY TO CLICK SUBMIT OR APPLY NOW!

[] My phone number and email are correct.

[] My voicemail greeting is professional and
can accept messages.

[] Everything listed on my resume relates to
the job | am pursuing.

[] My resume tells the story of my
educational, training and career journey.
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[] Accomplishments that demonstrate my
value are included.

[] This resume is customized for this specific
job description and title.

[] The most important keywords from the
job posting are included in my documents.

[] The resume is polished, updated and has

been reviewed.
Resources: PipelineAZ, NACE, NCDA,

The Maricopa County Community College District (MCCCD) is an EEO institution and an equal opportunity employer of
protected veterans and individuals with disabilities. All qualified applicants will receive consideration for employment without
regard to race, color, religion, sex, sexual orientation, gender identity, age, or national origin. A lack of English language skills
will not be a barrier to admission and participation in the career and technical education programs of the District.

The Maricopa County Community College District does not discriminate on the basis of race, color, national origin, sex,
disability or age in its programs or activities. For Title IX/504 concerns, call the following number to reach the appointed
coordinator: (480) 731-8499. For additional information, as well as a listing of all coordinators within the Maricopa College
system, visit http://www.maricopa.edu/non-discrimination.
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