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In the Department of Consumer and Business Services’ (DCBS) effort to simplify the recruitment process we may request information in a resume format instead of the traditional State of Oregon Application (form PD100) format.  

When preparing your resume keep the following tips in mind:
· CAREFULLY READ THE JOB ANNOUNCEMENT.  The announcement contains instructions or requirements, including required qualifications and what documents to submit, such as resume, college transcripts, cover letter, etc.  (If the announcement requests a resume, the supervisor does not want a State of Oregon Application form.)
· IDENTIFY YOURSELF ON YOUR DOCUMENTS.  Make sure your name is on all documents you submit, and include complete contact information on your resume.  Hiring managers may not be able to contact you if this information is not included.  Include work, home, and cell phone numbers to make it easier for the hiring manager to contact you.
· IDENTIFY WHERE YOU WORKED AND WHEN.  Include the employer’s name and dates of employment, including the month and year.
· UNPAID/VOLUNTEER WORK.  Include all relevant experience whether it was paid or unpaid.
· AVOID JARGON OR ACRONYMS.  Explain information in commonly used terms to make the message clear.  Keep in mind that the person reviewing your application materials may not be the subject matter expert and may be unfamiliar with specialized terminology, or acronyms.

· DESCRIBE HOW YOUR BACKGROUND MEETS THE QUALIFICATIONS AND/OR DESIRED ATTRIBUTES.  Explain the duties you performed and your level of responsibility.
· PRESENTATION.  Make sure your resume looks nice and is easy to read.  No 10 point font, ½ inch margins, and make it legible; if the reviewer(s) can’t read your resume, you may not be considered further.

· PROOFREAD.  This is your only chance to make a good first impression with the hiring supervisor; don’t blow it by having grammatical, spelling, or other errors in your materials.

· SUBMIT YOUR APPLICATION MATERIALS TO THE CORRECT AGENCY BY THE CLOSE DATE.  The announcement lists the deadline for submission, the correct agency and address along with other ways to submit your application materials.

· FAXING APPLICATION MATERIALS.  If you wish to FAX your application materials please be aware that FAX machines tend to be continuously busy late in the afternoons.  Waiting until the last minute to FAX your application materials may cause you to miss the deadline.


 DEBORAH LACEFIELD
5577 Liberty Street SE

Salem, OR 97302

Home: (503) 559-5555
Work: (503) 555-7777
deb@gmail.com

EXPERIENCE


Bookbyte.com (Salem, OR) 





9/01 – 3/08

In House Counsel and Acquisition Supervisor

· Reviewed contracts such as non disclosure agreements, affiliates agreements, buyback agreements, and promotional agreements.

· Wrote documents, polices, and procedures, such as terms and conditions and privacy agreement for company’s website; release of liability agreements; procedure manual for receiving department; and demand letters.

· Worked with outside counsel on trademark registration. 

· Researched, analyzed, and advised on legal issues that may affect the company.

· Supervised one to ten employees, depending upon project workload.
· Coordinated shipments of inventory.

· Maintained production goals and quality.

· Monitored allocation of money to outside vendors.

· Visited schools to view books and make decisions on bid opportunities

· Quoted prices for potential buyers and sellers.

Oregon Tax Court Extern (Salem, OR)




1/01-4/01

Extern

· Researched and wrote legal memorandum tax issues

Municipality of Anchorage-Department of Law (Anchorage, AK)
5/00-8/00
Law Clerk

· Researched and drafted summary judgment motion

· Prepared jury instructions

· Assisted in jury pre-trial selection

· Researched various municipal law issues
EDUCATION



Willamette College of Law (Salem, OR)




J. D., May 2001

Seattle Pacific University (Seattle, WA)




B.A. Political Science, June 1995











Minor - Business Administration

References Available Upon Request
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