
 
 

 
Sandy Social Work 
Halifax, NS, (555) 555-5555, email@dal.ca  
 
Summary of Qualifications 
 
Assessment and Needs Evaluation Skills 
§ Listened actively to ascertain areas of interest and talent 
§ Demonstrates mature, sound judgment in dealing with matters of a highly confidential nature 
§ Exemplary problem-solving skills; able to identify problems and implement corrective processes 
§ Ability to work with a wide variety of people, cultures, and personalities in a professional manner 
§ Ensured that clients would be provided with a safe, clean environment that met their needs 
 
Leadership and Communication Skills 
§ Conversational Spanish; ran a program completely in Spanish 
§ Coached, documented, and disciplined staff; lead by example 
§ Strong communication, interactions and relationship building skills gained through work and 

volunteer experience 
§ Conducted client briefs and demonstrated professional behavior 
§ Excellent organizational skills, ability to set priorities and manage multiple tasks 
 
Certifications and Conferences 
§ Excellent crisis management: attended two-week training program on crisis intervention and 

experience mediating relations between courts and juveniles 
§ First Aid Level C (expires 2019) 
§ Non-Violent Crisis Intervention (Expires 2019) 
§ Completed Applied Suicide Intervention Skills Training (ASIST) 
§ Recipient of Community Volunteer Award for volunteering over 750 hours in 2006  
§ Dal-Lead Conference (2007-2009) 
§ Conference on Racial and Social Justice 2016 
§ Social Justice Conference 2015 

 
Education 
Master of Social Work, Dalhousie University, Halifax, NS 2019 
§ Thesis:  The Evolution of Youth and our Courts and the Impact on Society 
 
Bachelor of Arts: Major in Sociology, Dalhousie University, Halifax, NS 2017 
§ Dean’s List 
 
Relevant Experience 
 
Programming Intern/ Co- Facilitator 
Children’s Home Society, Dartmouth, NS  2019 
§ Created curriculum, developed goals and managed ‘Bebes Unidos Resultado Positivos’, a Spanish 

program for Latina mothers and babies 
§ Implemented activities on parent-child bonding, guiding parents on reading and doing activities 

with child and providing information on infant development 
§ Performed research observations and evaluations to assess success of program 
§ Facilitated prenatal education programs to over 25 participants 
§ Created a rapport and relationship with women through open, non-judgmental communication, 

active listening, and empathy 
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Intake Intern 
Family Crisis Unit, County Court System, Dartmouth, NS 2018 
§ Worked one-on-one with juveniles to obtain information, provide support and act as a liaison 

between them and their families 
§ Followed-up by phone and in person with families and outside agencies to track cases 
§ Performed study on effectiveness of the agencies involved with the family crisis unit by speaking 

with staff and reviewing case court documents; recommended changes to manager  
§ Proposed recommendations were implemented, resulting in a decreased amount of time families 

were waiting for assistance 
 
 
Mental Health Worker, 
Brattleboro Retreat, Liverpool, NS, 2017 
§ Performed nursing care responsibilities with supervision on adult, co-ed residential substance 

abuse unit; ensured safe, consistent, and quality care 
§ Documented patients’ behavior and treatment; initiated supportive interactions around treatment 

issues; intervened in crisis situations 
§ Co-led psycho-educational group for adult substance abusers in collaboration with social worker 
§ Provided patient transportation to medical appointments    
 
Additional Experience 
 
Community Advisor 2017 
Office of Residence Life, Dalhousie University, Halifax, NS 
§ Facilitated a cohesive community environment for 55 residents 
§ Coordinated four social, educational, and cultural programs each semester, increasing student 

participation by 20% 
§ Developed and presented training program “How to Successfully Plan Community Events” 
§ One of 30 individuals selected from a competitive pool of 120 student leaders to lead events 
§ Completed comprehensive training in team building, diversity and crisis management 
 
 
Teaching Assistant 2016 
Department of Arts and Social Sciences, Dalhousie University, Halifax, NS 
§ Proctored exams and ensured a safe and educational space for all students 
§ Assisted professor with lesson planning and development to learning goals 
§ Met with students one-on-one to discuss marks, attendances and any relevant issues concerning the 

class 
 
 
 
 
 
 

In this resume, the SUMMARY OF QUALIFICATIONS includes EXPERIENCES and SKILLS that are specific to the position being sought, 
creating a LINK between what the employers are looking for and what the applicant can offer. 



 
 

Action Statements 
 
If you were face-to-face with an employer right now, what would 
you say?  What skills and knowledge would you highlight? To 
capture your experiences and accomplishments on your résumé 
(and to stand out!) use ACTION STATEMENTS. 

 
Tips: 
§ Quantify whenever possible, it adds perspective. 
§ Results are PROOF that you are effective. 
§ Avoid language such as “duties included” or “responsibilities were”; the 

employer wants to hear how and what YOU did 
§ Ask yourself, “What is the employer looking for in an ideal candidate?” and 

“How can I demonstrate that?” 
 

 
 
Ineffective Action 
Statement Effective Action Statement 

§ Responsible for 
filling outside 
orders 

§ Processed corporate customer’s orders in excess of twenty 
thousand dollars while ensuring high customer satisfaction 
levels were maintained   

§ Started a new 
program. 

§ Created and implemented a new youth mentoring program 
by assessing the needs of youth in the community through 
one-on-one interviews and focus groups which resulted in 
80% participation of local high school students  

 
Examples: 
§ Provided excellent customer service: assessed client’s needs, suggested 

products and always followed up.   
§ Performed study on agency effectiveness by interviewing staff and reviewing 

case court documents; recommended changes to manager were implemented.  
§ Collaborated with 12 peers to create and implement a recycling program: 

resulted in a reduction of paper consumption by 50% 
§ Resolved 25 client calls per day by responding to inquiries on various financial 

accounts resulting in improved client relations and decreased client complaints 
§ Researched and determined status of un-cashed checks and created a system 

to help track future unclaimed obligations which resulted in the initial savings 
of $184,000 and $20,000 annually 

§ Supervised and counselled 80 students on various issues from academic 
difficulties to peer pressure while observing strict confidentiality at all times 

§ Developed an application to replicate tables between databases providing the 
client with more power in function and flexibility throughout platforms using C 
and ESQL on a UNIX platform 

ACTION VERBS 
Management 

skills 
Communication 

Skills Research Skills Technical Skills 

Administered 
Analyzed 
Assigned 
Attained 
Chaired 
Coordinated 
Delegated 
Developed 
Directed 
Evaluated 
Improved 
Increased 
Initiated 
Integrated 
Organized 
Oversaw 
Planned 
Prioritized 
Produced 
Recommended 
Reviewed 
Scheduled 
Supervised 

Addressed 
Arbitrated 
Arranged 
Authored 
Collaborated 
Corresponded 
Developed 
Directed 
Drafted 
Edited 
Enlisted 
Formulated 
Influenced 
Interpreted 
Lectured 
Mediated 
Moderated 
Negotiated 
Persuaded 
Promoted 
Publicized 
Reconciled 
Recruited 
 

Analyzed 
Clarified 
Collected 
Compared 
Conducted 
Critiqued 
Detected 
Determined 
Diagnosed 
valuated 
Examined  
Experimented 
Explored 
Extracted 
Formulated 
Gathered 
Inspected 
Interviewed 
Invented 
Investigated 
Located 
Measured 
Organized 
 

Adapted 
Applied 
Assembled 
Built 
Calculated 
Computed 
Constructed 
Converted 
Debugged 
Designed 
Determined 
Developed 
Engineered 
Fabricated 
Fortified 
Installed 
Maintained 
Operated 
Overhauled 
Printed 
Programmed 
Rectified 
Regulated 
 

Teaching/Helping 
Skills Financial Skills Creative Skills Clerical Skills 

Adapted 
Advised 
Assessed 
Clarified 
Coached 
Communicated 
Coordinated 
Counseled 
Demonstrated 
Educated 
Enabled 
Encouraged 
Evaluated 
Explained 
Facilitated 
Guided 
Informed 
Instructed 
Trained 

Administered 
Adjusted 
Allocated 
Analyzed 
Appraised 
Assessed 
Audited 
Balanced 
Budgeted 
Calculated 
Computed 
Conserved 
Corrected 
Determined 
Developed 
Estimated 
Forecasted 
Managed 
 

Acted 
Conceptualized 
Created 
Customized 
Designed 
Developed 
Directed 
Established 
Fashioned 
Founded 
Illustrated 
Initiated 
Integrated 
Introduced 
Invented 
Performed 
Planned 
Shaped 

Approved 
Arranged 
Catalogued 
Classified 
Collected 
Compiled 
Dispatched 
Generated 
Implemented 
Inspected 
Monitored 
Operated 
Organized 
Prepared 
Processed 
Purchased 
Recorded 
Retrieved 
Screened 

 

Action verb
WHAT you 

did and HOW 
or WHY

RESULT


