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CREATING A PROFESSIONAL, EYE-
CATCHING HEADER 

LOOK AT THE DIFFERENCE BETWEEN THIS 

Jane Capilano 
123 Capilano Way 

North Vancouver, BC 
V7J 3H5 

Phone: 778-778-7788 Email: jane.capilano@my.capilanou.ca 
 
AND THIS 

Jane Capilano 
123 Capilano Way, North Vancouver, BC, V7J 3H5 

778-778-7788   |   jane.capilano@my.capilanou.ca   |   linkedin.ca/janecapilano 
 

 

 

 

 

 

 

 

 

Jane Capilano, Page 2 
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THE TAGLINE REPLACES THE OBJECTIVE 
(OPTIONAL SECTION) 

 

 

Objective: To work as a full-time customer service specialist within the Vancouver tourism industry. 

EXAMPLES OF RESUME TAGLINES 

Tourism Management | Customer Services Specialist | Fluent in English & Mandarin | Vancouver 

Legal Administrative Assistant | Organizational Expert | Accurate Typing Speed of 80 WPM 

Rehabilitation Assistant Diploma | Client Service | Research | Administration 

Outdoor Recreation Management Graduate | Certified Mountain Guide | Outdoor Enthusiast 

Aspiring CPA | Audit | Communication | MS Excel 

Jane Capilano 
123 Capilano Way, North Vancouver, BC, V7J 3H5 

778-778-7788   |   jane.capilano@my.capilanou.ca   |   linkedin.ca/janecapilano 

Tourism Management | Customer Service Specialist | Fluent in English & Mandarin | Vancouver 

mailto:jane.capilano@my.capilanou.ca
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SUMMARY (OPTIONAL SECTION) 

 

 

 

 

HOW TO TRANSFORM THIS (AN EXAMPLE OF A POORLY WRITTEN SUMMARY) 

A Capilano University student with excellent customer service and team work skills.  Motivated and hard working with the 
ability to multi-task and meet deadlines.  Friendly and professional and enjoys working with people from diverse backgrounds. 

INTO THIS (AN EXAMPLE OF AN EFFECTIVE SUMMARY) 

A Legal Administrative Assistant Certificate student at Capilano University (completion May 2015) with two years of experience 
at providing professional administrative support and excellent client service through volunteer employment in the local office of 
ABC non-profit organization.  Focussed on providing friendly and helpful assistance to people from diverse cultures and 
backgrounds as proven through volunteer work and part-time employment as a Receptionist at ABC Hotel.  Fluent in both 
English and Mandarin and comfortable and confident at communicating with a wide range of people.  Proficient in Microsoft 
Office with an accurate typing speed of 70 words per minute.    
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ESSENTIAL SKILLS AND CERTIFICATIONS 

IT PROFESSIONALS 

Database Programming: MS Access, SQL, Oracle 

Internet: 
Solid knowledge of e-commerce, internet marketing, web browsers and web design 
(HTML) 

Software Operating Systems: MS Excel, MS PowerPoint, Visio 5.0, Windows 8/10, MS Exchange 

LEGAL ADMINISTRATIVE PROFESSIONALS 

Legal Software: 
BCLaw, CanLii, SEDAR, BCOnline, PCLaw, StartStop Universal, BriefConvey, and 
EConvey 

Other IT: 
Microsoft Office: Word, Outlook, PowerPoint and Excel 
Accurate typing speed of 85WPM 

OUTDOOR RECREATION PROFESSIONALS 

Wilderness First Responder 80 hour course Sirius Wilderness Medicine 2016 

CPR level C Sirius Wilderness Medicine 2016 

Swift Water Rescue Technician Rescue 3 International 2016 

Assistant Overnight Sea Kayak Guide SKGABC 2015 

Marine VHF Operator CPS-ECP 2015 

EARLY CHILDHOOD CARE AND EDUCATION PROFESSIONALS 

Certificates:  

Early Childhood Education Assistant Certificate 2015 

Criminal Record Check 2015 

Food Safe Certificate 2014 

Required Languages:  

English Fluent 

Mandarin Fluent 
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EDUCATION 

EDUCATION SECTION EXAMPLE 

Bachelor of Tourism Management Completion: May 201X 

Capilano University, North Vancouver, BC  

Or (if you have completed your program) 

Bachelor of Tourism Management May 201X 

Capilano University, North Vancouver, BC  

EXPANDED EDUCATION SECTION EXAMPLE 

Bachelor of Tourism Management May 201X 

Capilano University, North Vancouver, BC  

 Tourism and Outdoor Recreation Student Ambassador 

 Case competitions, study abroad/exchange, relevant course work or projects (focus on what you did individually) 

 Dean’s List Spring & Summer semesters 2014  

 Courses included: Organizational Leadership, Service Management, Human Resources 

 Nicholas J. Collins award for demonstrating community engagement and campus involvement 

 

 

 

 

 

Bachelor of Tourism Management Completion: May 2017 

Capilano University, North Vancouver, BC  
  

Bachelor of Arts (completed 30 credits) September 2013 – June 2014 

University of British Columbia, Vancouver, BC  



RESUME GUIDE PAGE 9 OF 31 

SKILL & ACCOMPLISHMENT STATEMENTS 
(EMPLOYMENT) 

HOW TO TRANSFORM THIS 

Retail Store, North Vancouver, BC 2013 - Present 
Sales Associate  

 I serve customers at checkout.  

 I re-stock shelves. 

 I tidy up (sweep and dust) at the end of each day. 

INTO THIS: SKILL (ACTION VERB) + WHAT YOU DID + RESULTS/PURPOSE (HOW OR WHY) 

Retail Store, North Vancouver, BC 2013 - Present 
Sales Associate  

 Provide excellent customer service at point of sale, ensuring that customer needs had been met and using extensive product 
knowledge to offer additional products and increase sales. 

 Awarded ‘Employee of the Month’ due to friendly and professional manner when greeting and interacting with diverse customers.   

 Utilize fluent English and Mandarin language skills to provide excellent service to all customers. 

 Maintain optimum stock levels by monitoring throughout day and re-stocking in-demand items to provide excellent customer service 
and increase sales by ensuring product availability.   

 Work effectively as part of team to ensure a clean and tidy store environment at end of each day. 
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VOLUNTEER & EXTRA-CURRICULAR 
ACTIVITIES 

Not-For-Profit Organization, North Vancouver, BC 2013 - Present 
Volunteer Support Worker  

 Provide friendly companionship to diverse elderly residents within a residential care home. 

 Communicate with residents, in both English and Mandarin, about a wide variety of subjects to make their day more enjoyable and 
improve their mental well-being. 

 Assist residents with everyday care needs in a polite, discreet and supportive manner, ensuring their safety and comfort at all times. 

 Collaborate with other volunteers to create suitable events and activities to entertain residents and keep them mentally active. 

Not-For-Profit Organization, North Vancouver, BC 2010 - 2012 
Volunteer Canvasser  

 Contacted organization members, by phone, to share information about fundraising events and activities.   

 Communicated in a friendly and professional manner to encourage member participation and ensure continued support. 

 Logged each call made to ensure that no member was called more than once and to provide reports on success rate of each call. 

 Updated member database to ensure that contact details were up-to-date and accurate. 

Not-For-Profit Organization, North Vancouver, BC 2013 - Present 
Volunteer Support Worker  

Not-For-Profit Organization, North Vancouver, BC 2010 - 2012 
Volunteer Canvasser  
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INTERESTS (OPTIONAL SECTION) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Travelling: Independent travel in North America, Europe, Asia and Africa 

Outdoor Recreation: An avid skier, kayaker, and hiker 

Arts and Crafts: Talented at jewellery making, knitting, and crocheting 

Music: A member of a local choir and regular piano player 
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APPLICANT TRACKING SYSTEMS 
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RESUME FORMAT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.youtube.com/watch?v=6vtJ8efyXOQ
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BREAKING THE RESUME RULES 
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RESUME CHECKLIST (DO IT YOURSELF) 



RESUME GUIDE PAGE 17 OF 31 



RESUME GUIDE PAGE 18 OF 31 



RESUME GUIDE PAGE 19 OF 31 

RESUME EXAMPLES 
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RESUME ACTION VERBS 
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