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Achieved Communication Detail 

Oriented 
Research Managed/ 

Led 

Service/ 

Support 
Manual Skills 

Attained Aided Analyzed Analyzed Achieved Advised Arranged 

Awarded Arbitrated Approved Assessed Assigned Advocated Assembled 

Completed Advised Arranged Calculated Administered Attended Bound 
Demonstrated Apprised Classified Cataloged Consulted Cared Built 

Earned Arranged Collated Collected Contracted Carried Out Checked 

Outperformed Authored Compared Computed Controlled Coached Classified 
Reached Briefed Complied Correlated Coordinated Coordinated Constructed 

Succeeded Campaigned Documented Critiqued Decided Counseled Controlled 

Targeted Clarified Enforced Diagnosed Delegated Delivered Cut 

 Collaborated Followed 
Through 

Discovered Developed Demonstrated Drove 

Creativity Composed Met Deadlines Evaluated Directed Educated Drilled 

Acted Conferred Prepared Examined Established Earned Handled 
Abstracted Consulted Processed Experimente

d 
Evaluated Empathized Lifted 

Adapted Contributed Recorded Extrapolated Executed Expanded Maintained 

Composed Coordinated Retrieved Gathered Facilitated Explained Prepared 
Conceptualize
d 

Counseled Set Priorities Identified Fired Facilitated Pulled 

Created Debated Systemized Inspected Guided Furnished Operated 
Designed Defined Tabulated Interpreted Hired Generated Tested 
Developed Directed  Investigated Implanted Informed  

Directed Drafted Financial Measured Initiated Inspected Technical 

Drew Enlisted Administered Monitored Led Installed Authored 
Generated Explained Allocated Observed Motivated Issued Charted 
Illustrated Expressed Analyzed Organized Negotiated Mentored Compiled 

Imagined Helped Appraised Proved Operated Referred Condensed 

Improvised Influenced Audited Qualified Orchestrated Related Developed 
Integrated Informed Budgeted Quantified Organized Repaired Eliminated 

Innovated Inspired Calculated Reviewed Oversaw Resolved Estimated 

Painted Interpreted Computed Surveyed Planned Provided Formulated 
Performed Interviewed Developed Tested Prioritized Purchased Generated 

Planned Manipulated Figured Tracked Produced Sent Graphed 

Problem 

Solved 

Mediated Managed  Recommende

d 

Served Installed 

Shaped Merged Performed  Reported Serviced Instructed 
Synthesized Negotiated Prepared  Supervised Submitted Invented 

Wrote Participated Projected  Trained Transmitted Logged 

 Promoted Tracked 
Records 

 Unified  Minimized 

 Recommended     Routed 

 Repressed     Solved 

 Spoke     Surveyed 

 Suggested     Translated 

 Summarized     Upgraded 

 Supported      

 Verbalized      
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Example: Cover Letter 
 

Jane Doe, FAEM 
1234 University Blvd.  
Orlando, FL 32818 
407-123-4567 
janedoe@gmail.com 
 
Knightro Glycerin, Director 
Knights Emergency Management  
5678 Knights Circle 
Orlando, FL 32818 
 
Re: Emergency Management Coordinator (Requisition #10HANA) 
 
April 23, 2017 
 
Dear Director Glycerin, 
 
Thank you for taking the time to review my resume for the position of Emergency Management 
Coordinator (Requisition #10HANA) with the Knights Emergency Management. I am excited to talk 
with you about how my related coursework from the University of Central Florida in the Emergency 
Management Bachelors program and time with the Martin County Emergency Management Agency 
has prepared me to be a self-starting member of your team. 
 
I have strong experience with hazard mitigation and recovery, which appears to be one of the main 
areas of focus for your Emergency Management Coordinator. During my time at UCF, I have taken a 
Hazard Mitigation and Preparedness course where I was able to review the Local Mitigation Strategies 
of several counties to better understand how entities are able to leverage their mitigation strategy to 
set project priorities for their jurisdictions.  
 
During my internship with the Martin County Emergency Management Agency, I was able to review 
the recovery process and see it in action following the Hurricane Exercise held in their Emergency 
Operations Center.  
 
I am excited about this opportunity and available at 407-123-4567 to discuss my qualifications further. 
I look forward to hearing from you soon.  
 
Sincerely, 
Jane Doe 
 

 

mailto:janedoe@gmail.com


 

 

Jane Doe, FAEM 

1234 University Blvd. Orlando | 407.123.4567 | janedoe@gmail.com 
  

Education 

University of Central Florida                   September 2013 –  Anticipated May 2017 
- Bachelor of Science, Emergency Management 

Related Coursework: Intergovernmental Administration, Emergency Management and 
Homeland Security, Hazard Mitigation and Preparedness, Information Systems for Public 
Managers and Planners 

 

Professional Experience 

Martin County Emergency Management Agency,  Stuart, FL                 January 2017 – May 2017  
Internship 

- Assessed the Continuity of Operations Plans (COOP) for Martin County’s Emergency Support 
Functions’ primary agencies, and developed a template and timeline for the agencies’ 
information to be updated 

- Served as a SimCell member of the FEMA-evaluated St. Lucie Nuclear Power Plant Radiological 
Functional Exercise and participated as a Controller in the Hurricane Exercise 

- Completed the FEMA Professional Development Series and Incident Command System courses 
 

Professional Associations 
Florida Emergency Preparedness Association                        January 2017 – Present 

- Serve as a member of the Higher Education Committee 
- Participate in monthly conference calls and complete projects as available 
- Earned the Florida Associate Emergency Manager designation 

 
UCF Emergency Management Student Association                   September 2015 – Present 

- Assisted in representing EMSA during the planning of the KNIGHTSHARE Expo 
- Participated in the resume and interview workshops held by EMSA 
- Supported leadership in planning of future events 

 

Computer/Technical Skills 
- Proficient in Microsoft Office: Word, PowerPoint, Excel  
- Able to type 50 WPM 
- Familiar with HurrEvac and HurrTrak 
- Experienced with WebEOC 
- Familiar with CodeRed and Everbridge 
- Proficient in ESRI GIS 



 

NAME and Credentials (AEM, CEM, NEMAA etc.) 
Address | Phone | Email (Personal email, keep it professional) 

 
Objective 
Two sentences (Tell me what you know and what you want to achieve, show me that you have an introductory 
knowledge of the field in some way) 
 
Education 
Institution, City, State Start (Month, Year) – End (Month, Year) 
Degree Type, Degree Focus  
 

(If you have not graduated yet,  
put your anticipated month and year) 

 
Professional Experience 
Name of Employer, City, State Start (Month, Year) – End (Month, Year) 
TITLE   

• Your bullet points are your talking points on this job in an interview 

• Long enough to hold the subject, short enough to keep the interest 

• Use specific examples and key words that are related to the field; quantify when possible 

• Do not ever stretch the truth; employers may verify 
 
Community Involvement/Memberships 
Organization Position Start Year - Present 

Organization Member 2013-2016  
   
Notable Incidents/Events 
Name of Incident ICS Position Held Month, Year 

Name of Course Course Number Month, Year 
 
Resume Tips: 

• Resume should be no more than front and back of one page 

• Do not under-highlight your experience or knowledge 

• Group like tasks together under bullets (example: multiple exercises) 

• You can change the Notable Incidents/Events section to trainings and certifications; however, if you do, 

do not provide pre-requisites 

• Formatting is key - make it look good and make sure things line up 

• If an employer sees a spelling error, you have lost credibility 

• Your resume builds a story about you: 

o Objective: Your passion and where you want to go 

o Education: Your foundational knowledge of the career field 

o Professional Experience: Your history and that you may have done this before 

o Community Involvement/Memberships: Your interest in the advancement of the field 

o Notable Incidents/Events: You have done this before and have worked with people 
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