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RESUME WRITING:
CREATING A PROFESSIONAL RESUME

Creating a professional résumé is the initial step in a job search process.  A résumé is critical to your success and you are its best author.

I.  INTRODUCTION

It is impossible to know what every employer will find interesting or useful about your résumé.  Some employers are only concerned with educational qualifications, others look for community ties, and still others focus on experience of the candidate to the exclusion of all else.  A résumé is your initial introduction to employers; its purpose is to convince them to meet you.  In creating a résumé, be accurate, focus on strengths, highlight significant achievements, and have your résumé reviewed in the Office of Career and Professional Development (OCPD) each time you revise it.

Because a résumé is your individual statement it can take many forms and shapes.  There are, however, general guidelines to follow in résumé writing (see p. 12 for a condensed list of Résumé Preparation Guidelines).  In many instances, your résumé will receive only a twenty or thirty second review.  Therefore, it needs to be concise and “skimable” but sufficiently informative.  To begin creating your document, you may find it easier to break the task into several smaller parts, beginning with the headings.  If you are interested in more than one type of employment, consider developing more than one résumé tailored to each type of employment, rather than trying to appeal to all employers in a one-size-fits-all résumé.  In general, when you have considerable experience, you can expect to develop more than one résumé to accentuate different strengths and to apply to a variety of positions.

II.  FORMAT

	A. Headings

The legal field tends to be more conservative than many others, so room for dramatically creative résumés is rather limited.  Begin your résumé with your name, address and telephone number.  If you are planning to move to an area where you have a permanent address which you can use to demonstrate a connection to that area, list both a current and permanent address.  Otherwise, use only your current address and telephone number.  Including an e-mail address is recommended. 

		1. Bar Admission:  If you have graduated from law school and passed a bar examination, always include this information under its own heading at the top or bottom of the résumé.  If you are a recent graduate, you should list this information at the top.  Heading choices include: ADMISSIONS, BAR ADMISSIONS, LICENSES, MEMBER, ADMITTED, ADMITTED TO PRACTICE, or MEMBERSHIPS.  For example:



BAR ADMISSIONS
	Maryland State Bar (2009); eligible to waive into District of Columbia Bar

LICENSES
	Connecticut State Bar (2008)
	Commonwealth of Massachusetts Bar (2009)	
	Certified Public Accountant, Connecticut (2005) 

ADMISSIONS:
	Passed North Carolina State Bar Examination, February 2010, To be Sworn-In, April 2010	

You may incorporate both bar admissions and voluntary bar memberships and other professional memberships under one heading.  An appropriate heading would be MEMBERSHIPS.  Bar admissions should always be listed before any voluntary memberships.  For example: 

MEMBERSHIPS
	District of Columbia Bar (2010); Virginia State Bar (2009); District of Columbia Bar Association; Women’s Bar Association of D.C.; Federal Energy Bar Association

		2. Education: Most law students, including evening students, and new graduates should place their educational qualifications before experience.  On occasion, an individual may list experience first if it is thought that employers will consider it to be substantially more important than educational background.  For law firms and most legal employers, education should be prominently displayed.  Otherwise, students may be overlooked for the entry-level positions for which they are suited.

List educational institutions in reverse chronological order (most recent first), including the schools you have attended since high school, degrees earned, months and years of graduation or expected graduation, locations of the schools (city and state), and any honors or activities worth highlighting (see sample résumés, pp. 14-23).

In order to put your best foot forward, you may want to highlight or downplay certain items.  For instance, although high school information would typically not be included on a professional résumé, if you graduated from a prestigious or very well known high school, it may be included in hopes of impressing or having a connection with employers.  With regard to age, employers can obviously use the date of graduation from college to estimate the age of the applicant.  If you are an older student, you may delete the date of college graduation if you think it is to your advantage to do so.  Failure to indicate the date, however, may lead employers to assume you are an older student anyway.

a. Proper Name of Law School:  The official name of the school is “The Catholic University of America, Columbus School of Law”, and should be referred to as such.

b. Journals/Law Review:  The proper way to reference your participation on a law school publication is:

Catholic University Law Review Staff Member, 2010-11

CommLaw Conspectus: Journal of Communications Law and Policy: Lead Articles Editor, 2010-2011; Staff Member, 2009-2010

Staff Member, The Journal of Contemporary Health Law and Policy, 2010-11

If you have a note or article that has been published, include it in this section of your résumé and follow proper Bluebook format.  List the article title after your journal designation.

c. Institutes and Certificate Programs:  If you are a certificate candidate for any of the law school’s specialized programs you should reference your program as follows:

Comparative and International Law Institute
Institute for Communications Law Studies
Law and Public Policy Program
Securities and Corporate Law Concentration

The Summer Program in Cracow should be listed under Education, under the law school entry as:

		The International Business and Trade Summer Law Program, Cracow, Poland

Courses taken in that program can be listed if you prefer, but it is not necessary.

Example #1:
The Catholic University of America, Columbus School of Law, Washington, DC
J.D. and Certificate, Institute for Communications Law Studies, anticipated May 2011

Example #2:
The Catholic University of America, Columbus School of Law, Washington, DC
J.D. and Certificate Candidate, Comparative and International Law Institute, May 2011
Activities:	Moot Court Associate, International Law Society, Phi Alpha Delta

International Business and Trade Summer Law Program, Cracow, Poland, Summer 2009
Coursework: [This is optional to include, but it can be more impressive to include the names of the courses either with grades, if they are 3.0 or over, or without grades]

Example #3
The Catholic University of America, Columbus School of Law, Washington, DC 
Juris Doctor expected May 2011
Securities and Corporate Law Concentration

d. Academic Credentials

i. G.P.A./Class Rank:  To some employers, G.P.A. and class rank are important and decisive criteria.  If they are not included on a résumé, employers may assume your academic performance was poor.  There are a number of schools of thought on this issue, so you need to think carefully about the type of employers that you are pursuing and decide what works best for you.  As a general rule, if you are in the top half of the class or have a G.P.A. above 3.0, you should include information about your G.P.A and/or rank.  For some employers, your G.P.A. alone will not be informative enough.  When using rank, it is not necessary to include G.P.A. also, but it is permissible.

To include your G.P.A. and/or rank on your résumé, you are obligated to report it exactly as the information is provided to you by the Office of Academic Affairs.  Official ranks and cumulative GPAs are calculated once a year in July.  Failure to report this information as provided is a violation of the Honor Code.

G.P.A.:	Your G.P.A. is calculated to three decimal places, it will be reported to you in that form, and MUST be printed in that manner on your résumé.  It is never acceptable to “round” G.P.A. or rank.  For example, a G.P.A. of 3.267, may not be rounded to 3.3, it must be written to three decimal points as reported, i.e., 3.267.

Rank:	Your rank may be expressed as the ratio that is provided to you, i.e., 98/200, or as a percentage or fraction, i.e., Top 50% or Top Half.  Using both the ratio and percentage methods is not necessary, although not incorrect.  Again, it is never acceptable to “round” G.P.A. or rank.  If converting class rank from a ratio to percentage, you cannot round it up.  Therefore, if you are ranked 40 out of 263, this translates to Top 16%, because the calculation results in 15.20912.  This does not equal Top 15% because you are below the top 15 percentile.

If in doubt, you should only list a figure for which you can receive official confirmation from the registrar’s office.  Résumés that list G.P.A. or rank are checked prior to participation in the Fall Recruiting program; those with errors will be prohibited from participation until corrections are made.  Employers contact OCPD for verification of rank and GPA and your representation must comport with the school’s records.

The following are examples of your options:

	The Catholic University of America, Columbus School of Law, Washington, DC
	Juris Doctor anticipated May 2011
	Class Rank:  Top 40% of Class; GPA: 3.275

	The Catholic University of America, Columbus School of Law, Washington, DC
	Juris Doctor anticipated May 2011
	G.P.A.: 3.126 


	The Catholic University of America, Columbus School of Law, Washington, DC
	Juris Doctor anticipated May 2011
	Rank: 2/208

	The Catholic University of America, Columbus School of Law, Washington, DC
	Juris Doctor anticipated May 2011
	Class Rank: Top 23%

			ii.  Course Work: Another means of indicating academic performance is to list grades in particular courses.  It is recommended that this method be used in two instances: (1) For first-year law students after completing their first semester because they will not yet have an official G.P.A., and (2) To list grades in courses which are relevant to a certain type of employer or particular position.  In this case, grades should be listed only if they are above 3.0 and relevant.  Therefore, you may need to revise your résumé to apply for different types of positions in order to report various course grades.  Another possibility is to list relevant coursework without indicating grades received.    Listing individual grades that have no correlation to the employer or position for which you apply may raise the assumption that you did poorly overall, so use this method only when logical to do so.  This information may also be indicated in a cover letter.

Examples:
	
	The Catholic University of America, Columbus School of Law, Washington, DC
	Juris Doctor anticipated May 2011
	Relevant Coursework: Tax, 88; ERISA, 92; Corporate Tax, 87

	The Catholic University of America, Columbus School of Law, Washington, DC
	Juris Doctor expected May 2011
	First-semester grades: Contracts (92); Property (85); Torts (82)

	e.  Honors and Activities: Activities engaged in and honors received while in college and law school belong in this section of your résumé.  Do not put under the EXPERIENCE heading, or under an “Activities” heading because legal employers expect to see school activities listed under the appropriate school.  You may create subheadings under the heading of EDUCATION to highlight your activities or honors.  See sample résumés for guidance.

3. Experience:  This heading is entitled “Experience” as opposed to “Employment” because “Experience” allows you to include volunteer, clinical or school experiences that are relevant to future employers.  You goal is to concisely describe each relevant experience.  Use specific examples – specifics will distinguish you from other law students. Remember, this is only a marketing tool—you need not record every task associated with every job, just those you think are most valuable to your targeted employers.  It may also be helpful to separate the Experience section into subsections, for instance, “Legal Experience,” “Litigation Experience” and “Labor Experience” may be useful for the expected candidate.  For experience gained prior to attending law school, headings such as “Other Experience,” “Additional Experience,” “Business Experience” and “Journalism Experience” help to distinguish between newly-gained legal experience and former employment.  If subsections help you get your point across more quickly, use them.

If it is difficult to fit significant work experience into a few lines, break the task into smaller sections.  Start with your most recent experience.  Brainstorm a list of every activity you performed in this position.  Using action verbs (see page 11), list not only your primary responsibilities, but those that may have occurred less frequently.  Do not omit any activities at this stage.  This is a broad list from which your job description will eventually emerge.  This list will also be helpful in preparation for interviewing.  

Once you have exhausted every possibility, begin to narrow your list.  Think of your audience.  What skills and abilities would targeted employers look for in a law clerk, summer associate, experienced attorney, lobbyist, etc.?  They are likely to be looking for evidence of good “lawyering” skills, such as research, writing, analytical, communications and management skills, in general.  They often want someone with strong analytical abilities who works hard and can function well under pressure.  Think about how you can show that you have these skills/qualities.

If you have trouble demonstrating “lawyering” skills, demonstrate your ability to get the job done, whatever the field.  For example, if as a sales representative, you consistently exceeded your quota and were the recipient of the Salesperson of the Month award twice—say so!  If your efforts reduced costs, increased productivity, or generated new clients, quantify your success if possible.  (For example: “reduced costs by % during the first year,” “generated three new customer accounts resulting in a significant dollar increase in sales,” “designed new record-keeping system that improved productivity,” etc.)  Employers may also be looking for someone with exposure to, or a knowledge of, a certain industry or type of law.  Highlight those skills and experiences that demonstrate your ability to do the job.

Repeat this process for each position you intend to include on your résumé.  Present your information in reverse chronological order.  Generally, you need not list jobs held more than ten years ago or that have no relevance to the type of work you are now seeking.  Try, however, not to leave chronological gaps in your experience section.  You should use present tense verbs for any jobs that you currently hold; past tense applies to all previously held positions.  The preferable order of presenting employer information is as follows:

	Name of Employer, Location
	Title of Position Held, Dates

Alternative formats may be used to present employer information; the overall format of your résumé is a major factor in determining which order best suits your experience.  For evening students, an effective way to present information is combining a functional format (breaking the résumé into headings of different skills) with the chronological format previously discussed.  This enables you to emphasize your experiences and accomplishments while specifying employers and dates within descriptive categories.  Please see sample résumés for examples of how this is done.  

In summation, brainstorm and then narrow your list based on which skills, knowledge, abilities, and characteristics you want to demonstrate.  Develop concise language using action verbs to convey your intended message.

	B.  Optional Headings

The headings indicated below cover most of the additional information that you would want to relay to an employer.  Carefully judge the relevance of the information you list.  Some of the information in these categories can act as “icebreakers” during an interview.  Others are more skill-driven and, therefore, more relevant to your candidacy for a position.  Choose an appropriate heading that encompasses as much of your additional information as possible.  Too many headings can cause a résumé to read in a choppy manner.

		i.  Interests:  Only include interests or non-academic activities if they are unique, unusual or meaningful.  Consider activities that show dedication to a single cause/hobby—something with which you have stuck and grown.  Choose activities that show leadership, growth, and initiative because employers value these qualities.  Activities that indicate a competitive spirit and teamwork, such as sports, working on a school newspaper, and participating in a debate team, reflect valuable attributes.  Only indicate interests or activities in which you are genuinely interested; be prepared to discuss these, as well as everything else on your résumé.  It is better to have fewer interests that show a theme, rather than a slew of unimpressive entries.  Activities you are involved with during college or law school are to be included in your EDUCATION section (see above).

		ii.  Community Involvement/Service/Volunteer Work:  If you are pursuing Public Interest/Sector employment, you must include your community service activities on your résumé.  These types of employers look for a commitment to serving the public.  Public interest and governmental organizations particularly value volunteer activities that demonstrate a commitment to public service.

		iii. Language:  If you speak a foreign language, that should be included under a category entitled “Languages” or “Language Skills.”  Qualify your language skills to denote your level of proficiency, and do not exaggerate your skill level. For example:

LANGUAGES	Fluent German

Other examples include: Conversational French; Proficient written Chinese; Familiarity with Japanese; Beginning Spanish, Fluency in French.

		iv. Other Skills:  Computer skills and unique/special skills may be included under a category entitled “Skills.”  If there are space considerations, we discourage you from including computer skills because it is assumed that today’s law students are exposed to both on-line research and word processing software.

		v.  Publications:  Law Review publications should be listed under the heading of EDUCATION, following the entry for Law Review status.  If several publications have been authored, a separate category for publications may be appropriate.

		vi. Travel:  Extensive foreign travel is at times of interest to employers in the international business and international law fields.

		vii. Political Activities:	Strong political ties can help, but may also hurt you.  Use them wisely, assessing the employers targeted.

		viii. Professional Memberships:  This category can be used to encompass membership in voluntary bar associations.  If you include your bar admissions under this heading, be sure to list the bar admissions first.

	C.  The Big Debate: One Page or Two

In general, you should strive to include all your relevant information on a one-page résumé.  If you have had significant, relevant experience you may want to use a second page.  Keep in mind that most résumés are reviewed in less than 30 seconds (roughly 25 seconds on the first page, 5 seconds on the second page).  If you have a second page, you should include a header with your name and page number on it. 

Remember, the résumé is a marketing piece used to interest an employer in meeting you—too much information may lead to your elimination from consideration in some cases.  If you are having difficulty reducing your résumé to one page, have it reviewed in OCPD.

III.  REFERENCES

Most job candidates have the names, addresses and telephone numbers of three or four professional references on a separate sheet, as opposed to on the résumé.  Make sure your name, address and telephone number appear on the sheet, as well.    Never include a sentence on your résumé stating that “References will be provided upon request.”  That is understood, and including such a phrase just fills valuable space.  See OCPD References handout for more information.

IV.  FINAL STEPS

Have someone review your final version before you send it out.  Typographical and grammatical errors will almost always lose you the interview - and maybe your perfect job!

	A.  Printing

OCPD recommends that you use quality bond paper for all résumés sent to employers.  You do not need to use bond paper when handing in a résumé for review by OCPD.  Use a laser printer to produce the original.  If you do not have one, there are laser printers available in OCPD and the law library or take your disk to a commercial printer/copier where you can print an original.  

When choosing a paper type, take your cue from the type of paper your targeted employers use – generally 25% to 100% cotton, white or off-white, letter-sized paper.  Avoid darker gray or tan paper and paper that has any speckles or flecks in it.  Often an employer will make a copy of your résumé for a colleague to review and these will copy poorly.  Cover letters, thank you letters, reference lists and envelopes should match your résumé.  Writing samples may be printed on standard paper.


REMEMBER…

· Proofread and have others proofread
· Use action verbs (see attached Action Verbs for Résumés and Cover Letters)
· Do not abbreviate, if possible
· Be consistent; for example, if you spell out months on some dates, spell them out throughout
· Do not use personal pronouns
· Do not list marital status, physical characteristics, health status, etc.; this information is irrelevant and only serves to make your résumé look outdated
· Never include an “Objective” section; this type of information is appropriate content for a cover letter, not a résumé
· Market yourself; only you know what you have done and accomplished
· Spell check your document (but do not rely solely on this method!), before you submit it to OCPD
· Have an OCPD career advisor review your résumé at any an all stages; it is an ever-evolving document
· Do not use a résumé service to prepare or mail your résumé


For guidance on preparing a résumé as a second-career attorney, see also OCPD’s handout Second Career Attorneys: Translating Non-legal Experience into a Legal Career.


© 2010 The Catholic University of America.  All Rights Reserved.
Updated June 2010; G:\LCS\HANDOUTS\RESUMEHANDOUT.DOC
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accelerated        
accomplished
accrued
achieved
acquired
adapted 
addressed
administered
advised
allocated
analyzed
answered
appear
applied
appointed
appraised
approved
arbitrated
arranged
assessed 
assisted
assumed
assured
attended
audited
awarded
bought
briefed
budgeted
calculated
cataloged
chaired
changed
classified
closed
coached
collected
combined
commented
communicated
compared
compiled
completed
composed
computed
conceived
concluded 
conducted
conceptualized
considered
constructed
consulted
continued
contracted
controlled
converted
convinced
coordinated
corrected
counseled
counted
created
credited
critiqued
cut 
dealt
decided
defined 
delegated
delivered
demonstrated
described
designed
determined
developed
devised
devoted
diagnosed
directed
discussed
distributed
documented
drafted
dramatized
earned
edited
eliminated
encouraged
endorsed
enlarged
enlisted
ensured
entered
established
estimated
evaluated
examined
expanded
expedited
experienced
experimented
explained
explored
expressed
extended
filed 
filled 
financed
focused
forecasted
formulated
fostered
found
fathered
graded
granted
guided
handled
helped
identified
implemented
improved
incorporated
indexed
initiated
influenced
innovated
inspected
installed
instructed
insured
interpreted
interviewed
introduced
investigated
involved
issued
joined
kept
launched
learned
leased
lectured
led
licensed
listed
logged
maintained
managed
matched
measured
mediated
met 
modified
monitored
motivated
moved
named
negotiated
observed
opened
operated
ordered
organized
oversaw
participated
perceived
performed
persuaded
planned
prepared
presented
processed
procured
programmed
prohibited
projected
promoted
proposed
provided
published
purchased
pursued
qualified
ranked
rated
received
recommended
reconciled
recruited
reduced
regulated
related
replaced
replied
reported
represented
researched
responded
revamped
reviewed 
revised
saved
scheduled
selected 
served
serviced
set 
solved
sorted
sought
spearheaded
specified
spoke
started
streamlined
strengthened
studied
submitted
substituted
suggested
summarized
supervised
surveyed
tackled
targeted
taught
tested
toured
trained
translated
transported
traveled
treated
turned
updated
used
visited
worked
wrote
RESUME PREPARATION GUIDELINES

GENERAL RULE OF THUMB: BE CONSISTENT.
1. The one-page mandate:  A résumé should be limited to one page for anyone with less than five years of experience between college and law school.  This depends somewhat on the number and types of jobs which have been held.
2. Font size:  The font size of your name should be between 12 and 14pt., possibly larger or smaller depending on font style.  The address size should always be smaller than the name; 11 – 12 pt. is common.  Résumé text should not be smaller than 11pt.  Never use “courier” font.
3. School Name:  The official name of the school is “The Catholic University of America, Columbus School of Law,” and should be referred to as such.
4. Italics/Titles:  Refer to Bluebook Rule 7, Italicization for Stylistic Purposes, for words or phrases in languages other than English that have not been incorporated into common English usage.  There is a strong presumption that Latin phrases commonly used in legal writing have been into common usage and thus should not be italicized.  Apply this rule and do not italicize words such as Juris Doctor, cum laude, et al., etc.  See Bluebook Rules 15-17 to determine how articles, books, and other publications should be listed.
5. GPA/Rank:  Include if in the top half of the class or above 3.0.  Provide GPA and rank or just rank if you prefer.  For some employers GPA alone will not be informative enough, but if your rank is not in the top half, and you wish to include your GPA, that is an option.  Since it tends to raise a red flag, be cautious about using GPA for certain courses, or single course grades, unless overall GPA is noted as well.  GPAs should not be self-calculated; only GPA and rank provided by the Office of Academic Affairs should be used on your résumé.
6. Abbreviations:  It is preferable to spell out months of employment.  It is permissible to abbreviate states using the postal codes without periods.  It is preferable to spell out degrees but should be decided on a case-by-case basis, taking into account the style of the entire résumé, i.e., how cramped it looks.  Be consistent with abbreviations!
7. Use of Bullets:  Bullets are best used when an individual is lacking in experience or has used short sentences to describe positions which may be choppy when read in paragraph form.  Bullets are not suitable for an individual who has considerable information to relate and needs to fit it on one page.  In that case, a narrative in paragraph format, with tasks separated by semicolons, works well.  When using bullets, periods are not used at the end of each bullet phrase.  There should be two to three spaces between the bullet symbol and the beginning of the text.  Recommended types of bullets include circles or squares, with a preference for the filled-in symbols.
8. Order of Employment Information:  The preferable order is name of employer on the first line of the left margin with dates of employment following on that same line.  Size of text should be 11 or 12pt.
Ex.	Coca-Cola Bottling Company, Atlanta, GA
	Trademark Specialist, March 2005 to August 2005
Sometimes the use of a season, e.g., “Fall,” is preferable to listing the months – e.g., “September to December” – when listing employment held during school.  Positions should be listed in reverse chronological order.  
9. “Interest” category:  Interests which reflect leadership qualities, dedication to a single cause/hobby, or a unique accomplishment make a noteworthy contribution to a résumé.  It is better to have fewer interests which show a theme, rather than a slew of general entries; i.e., “10K Race Participant” is better than “Running.”
10. “References to be Provided”/“Objective:”  The first is an unnecessary phrase which should NOT be included on any résumé.  It is commonly understood that references will be provided.  An “Objective” section should never be included; place that information in a cover letter.



















Julia Billings
1122 Acorn Road
Upper Marlboro, MD 22222
(301) 555-1111
jbillings@mindspring.com

EDUCATION
The Catholic University of America, Columbus School of Law, Washington, DC
	J.D. expected May 2011: Securities and Corporate Law Concentration
	Class Rank: 3/238 (as of September 2010)
Catholic University Law Review: Articles Editor, 2010-11; Staff Member, 2009-10; Comment, Pathway to Peace:: International Mediation and The Catholic Church, publication anticipated in Winter 2010
	Securities Law Students Association: Co-Chairman 2010 – 11; Treasurer 2009 – 10
	Moot Court Associate: Securities Law Competition Deputy Vice-Chancellor 2010

University of Massachusetts, Amherst, MA
	B.A., Economics, May 2008
	Editor, The Statesman
	Resident Director, 2006 – 2008

EXPERIENCE
SECURITIES AND EXCHANGE COMMISSION, Washington, DC
Student Observer Program, Division of Enforcement, Fall 2010
Assisted attorneys conduct high profile corporate securities investigations addressing insider trading, market manipulation, financial fraud and other types of fraud related to the offering and sale of securities.  Performed research involving complex legal issues and drafted memoranda analyzing issues.

COMMODITY FUTURES TRADING COMMISSION, Washington, DC
Law Clerk, Division of Enforcement, Summer 2010
Assisted trial attorneys in investigations and trial preparation for federal district court and administrative actions.  Authored article for Consumer Sentinel concerning fraudulent practices in the commodities industry.  Observed federal district court hearing for subpoena enforcement action, digested witness testimony, observed depositions, and drafted letters and subpoenas.

THE NATIONAL ASSOCIATION OF SECURITIES DEALERS REGULATION, INC., Washington, DC
Legal Extern, Office of Dispute Resolution, Summer 2009
Drafted and edited arbitration awards and settlements.  Assisted attorneys and staff with the creation of arbitration panels.  Participated in initial pre-conference arbitration hearings.

LANGUAGES
Fluent Spanish

COMMUNITY SERVICE
Tutor elementary school students in reading and math; Habitat for Humanity







JUANITA BRYANT
1111 North Capital Street
Washington, D.C.  20004
(202) 555-1212
35bryant@cardinalmail.cua.edu


EDUCATION
The Catholic University of America, Columbus School of Law, Washington, D.C.
Juris Doctor and Certificate Candidate, Comparative and International Law Institute, May 2011
· Moot Court Associate
· Founder, National Indian Law Student Association
· Member, Phi Alpha Delta Law Fraternity
   
University of Virginia, Charlottesville, Virginia
Bachelor of Arts, May 2008
Major: Foreign Affairs; Minor: Asian Studies


LEGAL EXPERIENCE
American Bar Association	Washington, D.C.
Center on Children and the Law	June 2008-Present
Legal Intern
Research and edit a judicial bench book on interstate and international jurisdictional issues concerning parental kidnapping.  Edit papers prepared for the North American Symposium on International Child Abduction and attended the Symposium.   

U.S. Department of Transportation 	Washington, D.C.
General Counsel's Office of International Law 	January-April 2010
Legal Intern
Researched and analyzed treaty accession and succession methods to aid in departmental policy decisions regarding newly reorganized East European States.  Participated in international aviation treaty negotiations.  Analyzed historical treaty denunciation methods.

Superior Court of the District of Columbia	Washington, D.C.
Multi-Door Dispute Resolution Division	September-November 2009
Intern
Assigned mediators to cases.  Corresponded with parties concerning missing data and accuracy of information.  Observed mediations and mediation training.

Leslie Byrne for Congress Campaign	Annandale, Virginia
Issues and Policy Coordinator	July-November 2009
Coordinated research and advised candidate on issues ranging from health care to defense spending.  Compiled and analyzed strengths and weaknesses of the opponent's policies.

The Honorable Stephen Solarz, U.S.  House of Representatives	Washington, D.C.
Legislative Intern	May-August 2006; May-August 2007
Received Lyndon B. Johnson Congressional Scholarship.  Researched legislative issues and prepared briefing materials for the Congressman and his staff.  Corresponded with constituents regarding their concerns.


	SALMA HERNANDEZ
1234 Mulholland Lane
Gaithersburg, Maryland  20565
301-345-7890
salmalaw@hotmail.com

EDUCATION		
The Catholic University of America, Columbus School of Law, Washington, D.C.  	
Juris Doctor anticipated May 2011
· Moot Court Associate:  Vice Chancellor, Moot Court Board; Member, Sutherland Cup National Team; Competitor: Soap Box, St. Ives, Dean's Cup, Miller Cup 
· Member, Thurgood Marshall American Inn of Court 
· Member and Co-chair, Students for Public Interest Law

Providence College, Providence, Rhode Island
Bachelor of Arts, May 2008
Double Major in Political Science and English
·  Research Assistant, Political Science Data Center
·  Vice President, Political Science Club
·  Captain, Varsity Basketball Cheerleader

EXPERIENCE
THE NATIONAL CENTER FOR LAW AND DEAFNESS, Washington, D.C.
Legal Intern, Fall 2010
Represented deaf clients on landlord/tenant issues, SSI claims, SSDI claims, discrimination complaints and other issues relating to deafness.  Successfully advocated for a sensitivity awareness program at a large metropolitan hospital.

LEGAL AID SOCIETY OF THE DISTRICT OF COLUMBIA, Washington, D.C.
Law Clerk, Summer 2010
Assisted staff attorneys with cases pertaining to domestic, landlord/tenant, and housing laws.  Researched and drafted motions.  Helped attorneys prepare witnesses and case presentation at trials.  Participated in document analysis and preparation of admissible evidence for lead paint lawsuit.

PUBLIC DEFENDER SERVICE FOR D.C., Washington, D.C.
Law Clerk, JUVENILE SERVICES PROGRAM, September 2009-March 2010
Represented children at institutional disciplinary hearings.  Investigated allegations of staff abuse.  Monitored court orders.   Facilitated communication between children and their attorneys.  Instituted a comprehensive filing system.

	THE HONORABLE STEPHANIE DUNCAN-PETERS
SUPERIOR COURT OF THE DISTRICT OF COLUMBIA, Washington, D.C.
Judicial Intern, Summer 2009
Observed criminal trials, motions hearings and settlement conferences.  Conducted legal research addressing a variety of legal issues, such as conflict of laws, comparison of state sentencing guidelines, and new federal search and seizure case law.  Assisted judicial clerk manage docket.

COMMUNITY SERVICE   House of Ruth.  Math Tutor.  Children's Miracle Network.


BEN ROBERTS
3425 LIVINGSTON STREET
WASHINGTON, DC
202/897-0987
15robertsb@cardinalmail.cua.edu

EDUCATION

THE CATHOLIC UNIVERSITY OF AMERICA, Washington, DC
COLUMBUS SCHOOL OF LAW
Juris Doctor expected May 2013
Certificate Candidate, Institute for Communications Law Studies
Class Rank: Top Half; G.P.A.: 2.945
Awards:	2010 Guhring Scholar
Member:	Federal Communications Law Student Association

GEORGETOWN UNIVERSITY, Washington, DC
Bachelor of Arts in Government, May 2010
G.P.A.: 	3.4/4.0
Honors:	Dean’s List, 6 Semesters
		Selected to participate in Constitutional Law Seminar


EXPERIENCE

THE GEORGTOWNIAN, Washington, DC
Editor-in-Chief, August 2009 through May 2010
· Managed daily operations of student paper with circulation of 10,000
· Spearheaded campaign that increased advertising dollars by 15%
· Supervised staff of 20
· Elected Editor after serving as Reporter, Sports Editor and Columnist

WASHINGTON NATIONAL AIRPORT, Washington, DC
Translator, Spring 2010
· Processed international passengers with U.S. Customs and Immigration Officials
· Translated for German passengers entering and leaving the United States
· Granted security clearance for U.S. Customs Office

TONY & JOE’S, Washington, DC
Waiter, Summers, 2008 – 2010
· Waited 15-20 tables per night in busy, upscale restaurant 
· Trained new wait staff and served as night supervisor one night per week

LANGUAGE
· Fluency in German


MARY DELLAFIORA BLACKBURG
Current Address: 	Permanent Address:
78906 Bare Island Road 	876 Elm Street
California City, Virginia 22345  	Ada, New York 19876
703-567-8900										    MaryB@aol.com
  	EDUCATION

The Catholic University of America, Columbus School of Law,  Washington, D.C.
Juris Doctor anticipated May 2012
Class Rank: Top 25%
· Moot Court Associate:  St. Ives Moot Court Competition Winner
· Students for Public Interest Law

The College in the Woods, St. Charles, Minnesota
Bachelor of Science, Psychology, May 2003
· Psychology Honors Graduate
· Resident Assistant
· Big Sister Program
	LEGAL EXPERIENCE

Meyers & Smith, Washington, DC (November 2009 – Present)
Law Clerk
Perform legal research and draft memoranda on issues involving labor and employment litigation matters before  National Labor Relations Board (“NLRB”) and state and federal courts.  Assist attorneys to prepare for NLRB hearings.  Review and analyze documents relating to employment discrimination class action.  Monitor regulatory developments related to interpretation of Sec. 13 of the Americans with Disabilities Act.

Columbus Community Legal Services, Washington, DC  (Fall 2009)                   
Legal Intern, Advocacy for the Elderly Clinic
Certified by the D.C. Court of Appeals as a student practitioner.  Managed individual caseload with minimal guidance from supervising attorney.  Prepared numerous motions, including motions to dismiss and for summary judgment, and memoranda of law on behalf of elderly impoverished D.C. residents.  Counseled and interviewed clients, investigated facts in dispute, and negotiated opposing counsel.

	BUSINESS EXPERIENCE

Crate and Barrel, Inc., Crystal City, Virginia (August 2008 – Present) 
 Buyer	
Responsible for all aspects of buying for four stores in District of Columbia metropolitan area.  Supervise one junior buyer and oversee million dollar budget.

Macy’s Incorporated, New York, New York (December 2003 - July 2008)
Buyer, 2004-2008; Sales Associate, 2003-2005
Handled all aspects of buying for flagship store.  Credited with increasing sales in children’s department by 15% during first year.  Promoted after two years as Sales Associate.  Awarded Employee of the Month certificates four times.
	SKILLS & INTERESTS
Conversational Spanish; travel throughout Europe; enjoy chess and mystery novels; New York Giants fan.



DAVE L. CRAWL
33 Marieville Rd.
Towson, Maryland  21001
(410) 666-7777
14crawl@cardinalmail.cua.edu

EDUCATION

	THE CATHOLIC UNIVERSITY OF AMERICA, Washington, DC
	COLUMBUS SCHOOL OF LAW
	Juris Doctor expected May 2011
	Class Rank: Top 1/3
	Journal of Contemporary Health Law and Policy
Relevant Coursework: Employment Law, ERISA: Pensions (Taxation), ERISA: Pensions (Tax Policy), Safety and Health in the Workplace

	UNIVERSITY OF MARYLAND, College Park, MD
	Bachelors Degree, Political Science, May 1991

LEGAL EXPERIENCE

	AMERICAN ASSOCIATION OF RETIRED PERSONS (AARP), Washington, DC
	Analyst, Regulatory Affairs, Fall 2009 to Present
Research issues concerning proposed changes to Medicare law and present findings to department heads at weekly meetings.  Draft objective memoranda and analyze legislative history.  Author column for monthly AARP newsletter distributed to membership.

CIRCUIT COURT FOR BALTIMORE COUNTY, MARYLAND, Towson, MD
	Legal Intern, The Honorable Michael H. Miller, Jr., Summer 2009
	Conducted research and wrote memoranda concerning disposition of motions.  Drafted judicial 	orders. Assisted Law Clerk in preparation of opinions.

BUSINESS EXPERIENCE

	1991 – 2008

Extensive work done in the areas of sales, marketing and business administration, including business and client development, product design and production, and collections.  Spent ten years prior to law school engaged in print communications industry at Technology Business Services, Inc. and its successor company Delta Information Systems, Inc.

INTERESTS

	Philosophy, Modern American Art, Sailing



Chester T. Rooney
2061 Boston St., NW, Washington, D.C. 20000 (202) 555-3030 e-mail: ctrooney@aol.com

EDUCATION

The Catholic University of America, Columbus School of Law, Washington, DC
	J.D. expected May 2011
	Class Rank: Top 15%; GPA: 3.355
	Moot Court Associate: Soap Box and St. Ives Competitor

University of Minnesota, Minneapolis, MN
	M.A., Journalism and Public Affairs, May 2007
	Graduate Assistant, School of Communications, 2006 – 2007

	B.A. English, May 1992
	Teaching Assistant, English Department, 1991 – 1992

LEGAL EXPERIENCE

CBS News, Washington, DC
Research Assistant, Legal Issues, January 2009 – Present
Conduct research, develop story ideas, and report on legal issues for network radio and television correspondents in Washington bureau.  Cover Justice Department, Supreme Court, and federal law enforcement agencies.

JOURNALISM EXPERIENCE

From 1997 to 2008, positions held as a reporter and editor for The Washington Times, Washington, DC; the Edina Times, Edina, MN; and the Navy Watch, Washington, D.C.  Received awards from the Minnesota Press Association for General News Writing and Spot News Writing and from The Washington Times for Deadline Writing.  Also awarded a fellowship (2005) to work as a Visiting Lecturer at the University of Auckland, teaching post-graduate journalism courses and conducting workshops for practicing journalists throughout the country.

MILITARY EXPERIENCE

United States Army
Sergeant, 1988 – 1992
Signals Intelligence, Intercept and Analysis.  Squad Leader.  Held SSI security clearance.

LANGUAGE SKILLS
Proficient French







HAMILTON WILLIAMS
13 Thirza’s Way
Scranton, PA 03493
(412) 333-1212
hwilliams@yahoo.com

EDUCATION
THE CATHOLIC UNIVERSITY OF AMERICA, Columbus School of Law, Washington, DC
Juris Doctor, May 2008
Certificate, Law and Public Policy Program: Research Assistant to Director and Professor Lisa Lerman
Students for Public Interest Law: Auction Co-chair
Moot Court Associate

BOSTON COLLEGE, The Carroll School of Management, Chestnut Hill, MA
Bachelor of Science, Finance/Marketing, May 2002

EXPERIENCE
Walker, Thompson & McNeal, Scranton, PA 							Fall - 2008 -Present
Attorney - Counsel and represent clients on civil matters, including separation, divorce and child custody agreements and proceedings.  Conduct real estate closings, title searches, and draft property deeds.  Represent clients in workers’ compensation claims and administrative disability hearings.  Negotiate and settle personal injury and medical malpractice suits.  Perform legal research pertaining to the general practice of law, including wrongful death and tort premises liability. 

Community Legal Services, Inc., Philadelphia, PA 	Summer 2007
Law Clerk - Conducted bankruptcy interviews and prepared bankruptcy petitions and schedules.  Counseled debtors regarding student loan defaults and trade school fraud.  Represented clients at meetings of creditors and SSI hearings.  Researched consumer and housing issues and drafted legal memoranda.  Assisted in fact investigation and trial preparation.

Legal Aid Society, Washington, DC	Fall - 2006
Law Clerk - Researched legal issues arising in the course of landlord/tenant and family law litigation.  Conducted client interviews and attended court proceedings.  Drafted complaints, motions, and memoranda.

Public Defender of Lackawanna County, Scranton, PA	Summer 2006
Law Clerk - Assisted attorneys in the preparation and presentation of defenses to criminal matters for indigent citizens.  Interviewed incarcerated defendants and assisted in trial preparation.  Researched and drafted legal memoranda, motions, orders and briefs.

International Volunteer Program, Belize, Central America	2002 - 2005
Volunteer - Served as a secondary English teacher in a rural village.  Taught 200 Belizean children under sub-standard conditions.  Developed an English and literature curriculum.  Provided shelter and informal counseling for sexually and physically abused women and children.  Initiated and oversaw community effort to rebuild a village church.  Studied Spanish in Guatemala to improve communication skills.

LANGUAGES
Proficient Spanish

MEMBERSHIPS
Pennsylvania State Bar, 2008; application pending, District of Columbia Bar
Founding Member, Former Treasurer and Secretary, Coalition for the Preservation of Civil Liberties


ELIZABETH STONE
1210 Michigan Avenue
Washington, D.C. 20064
(202) 554-4793 (H)
fdroosevelt@yahoo.com

MEMBERSHIPS

Maryland State Bar, 2002; District of Columbia Bar, 2003; U. S. Court of Appeals for the Fourth Circuit, 2004; U. S. District Court for the District of Maryland, 2003; U. S. Court of Appeals for the District of Columbia Circuit, 2004; Maryland State Bar Association; Montgomery County Bar Association; Prince George’s County Bar Association; Women’s Bar Association of Maryland; Women’s Bar Association of Montgomery County; American Bar Association; American Trial Lawyers Association; Maryland Trial Lawyers Association.  


PROFESSIONAL EXPERIENCE

Martin, Junghans, Snyder & Berstein, Baltimore, Maryland
Associate, June 2002-present; Law Clerk, May 2001-May 2002

Litigate as lead counsel in cases involving employment issues; contract disputes; family law matters; real property; wills and trusts; negligence actions; insurance coverage; business torts; fiduciary actions; injunctive relief; and declaratory judgment actions.  Responsible for document preparation, case management, research and trial preparation.  Argue motions at state and federal trial levels. 

Counsel clients on employment matters; review and negotiate contracts, including commercial lease agreements, exclusive vendor agreements, non-compete agreements, and in general business matters.  Review and draft nondisclosure and confidentiality agreements; buy-sell agreements; bulk sales agreements; employment contracts; and stock sale and redemption agreements.

Assisted in the preparation and litigation of complex civil matters involving contracts; fiduciaries; fraud and fraudulent transfers; preferences; banking; qui tem actions; patent and trade mark issues; Lanham Act claims; negligence; bankruptcy; employment contracts; real estate; landlord and tenant matters; Fair Labor Standards Act claims; state and federal tax issues, including real property taxes; insurance coverage issues; estates and trusts; securities issues; slander and defamation; franchise disputes; and preliminary and permanent injunctive relief. Identify and marshal assets through post judgment proceedings.

Perform legal research and preparation of legal memoranda, including trial briefs.  Draft pleadings, motions, discovery requests and briefs.  Prepare witnesses, including expert witnesses for depositions. Review and draft trust instruments.  Take and defend witness depositions.  Identify and prepare witnesses to testify at trial, including preparing expert witnesses. 

Litigated matters before the circuit and district courts of Maryland, including the Orphans Court; the Superior Court for the District of Columbia; the United States District Court for the District of Columbia; and the United States District Court for the District of Maryland-Northern and Southern Divisions. Represented clients before state administrative agencies and professional review boards.   








Research and draft briefs for submission to the Court of Specials of Maryland.  Prepare and argue appellate issues before the Court of Special Appeals of Maryland.

Draft and file with appropriate state agencies required corporate documentation.

Participated in arbitration proceedings before the American Arbitration Association and private arbitration panels in matters involving the Fair Labor Standards Act; wrongful termination; patent and trade mark issues; securities issues; franchise agreements; and negligence. 

Supervise associate attorney, law clerks and staff.  

Reported opinions: Clinton v. Dole, 332 DC. 666 (2007); Gingrich v. Stern, 137 Md.App. 525 (2004); Dawson v. Creek, 125 Md.App. 312 (2004).

SUPERIOR COURT FOR THE DISTRICT OF COLUMBIA
Intern, The Honorable Herbert Hoover, October 2000-March 2001

UNITED STATES SENATE, Washington, D.C.
Summer Intern, The Honorable Margret Simpson  (D-Del.), May 2000-August 2000



EDUCATION

The Catholic University of America, Columbus School of Law, Washington, D.C.
J.D. May 2002

Georgetown University, Washington, D.C.
B.A., Political Science and Speech Communications, May 1999


VOLUNTEER EXPERIENCE

Prince George’s County Law Foundation and Montgomery County Pro Bono Program, including 
clinic work. 
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