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Main Secttonon aResume

AEducation
ARelevant courses, GPA, expected graduation date, study abroad

AExperience
APaid, volunteer, internship

ASkills

AComputer, social media, language, technical, laboratory

AActivities/ Leadership
AOn campus involvement, volunteering



Main Conmponents

Good Resume Example

first.lastname@ucr.edu - 555.555.5555 - 123 Street Name, Riverside, CA 92521 linkedin.com/in/yourname

OBJECTIVE
Obtaining summer marketing internship position at Deckers Outdoor Corporation.

EDUCATION
B.A., Business Administration, Marketing Emphasis, University of California, Riverside June 2016

RELEVANT COURSEWORK
o Financial Evaluation, Marketing Management, Strategic Analysis

MARKETING EXPERIENCE
The Highlander Newspaper, UC Riverside October 2014 — Present
Advertising Account Executive

e Manage more than 100 clients and their advertising needs.

e Design advertising campaigns and marketing related plans utilizing AdPro software.

e Create and work with designers using Adobe software to develop effective advertisements.

o Raise approximately $3,000 in advertising revenue each month.

Young & Rubicam, Irvine, CA June 2014 — September 2014
Advertising Intern

e Provided customer support for accounts including Hilton, Jenny Craig and Southern California Edison.

e Collaborated with a variety of departments including Account Management, Public Relations and Finance.

e Prepared briefs, PowerPoint presentations, competitive reports and presentation boards.

e Delivered critical support during production of Jenny Craig commercials and Toshiba online media videos.
Strategic Analysis course, UC Riverside January 2013 — March 2014
Global Challenge Business Simulation Project

e Fc d markets, impl d new technology initiatives, maintained budget and managed production.

e Achieved the Warren Buffet Award denoting the highest cumulative shareholder return and stock price.

LEADERSHIP EXPERIENCE
Delta Sigma Pi, UC Riverside September 2014 — June 2015
Vice President

e Established a mentor program in which members’ partner to provide tutoring and offer personal support.

e Developed online server to upload and share notes and readings from all classes taken by members.

TOMS Club, UC Riverside December 2013 — June 2014
Member

e Fundraised and created awareness to support projects and companies that help those less fortunate.

e Assisted in managing events and programs for the club.

WORK EXPERIENCE
Bob’s Big Boy, Riverside, CA January 2012 — August 2012
Server

e Provided excellent customer service in a fast paced environment.

e Maintained cashier drawer and ensured accurate daily cash records.

SKILLS

Computer: Minitab, Adobe CS, MATLAB, Microsoft Office Suite, Project, Visio
Social Media: Instagram, Facebook, Twitter, Snapchat

Language: Trilingual in English, Hindi, and Bengali
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oFocuses on skills and abilities, not dates of employment
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job

oAllowsyou to emphasize skills gained through volunteer work and
co-curricular activities

0 Often used by career changers, graduate students and
postdoctoral scholars




C.V Example

SCOTTIE HIGHLANDER
900 University Avenue
Riverside, CA 92521
(951) 827-3631
shighland001 (Fucr.edu

EDUCATION
Bachelor of Arts, Anthropology, University of Califormia, Riverside June 2013

SKEILLS

Writing/Editing

s Edited submitted papers for content, coherence, andlanguageusage.

¢ Transferred edited copy from prant to Quark and fonmatted matenal for publication.

s Completed Master's dissertation: currently synthesizing select chapters for publication.

Research

s Developed, implemented and mterpreted six-page gquestionnaire.

s Developed sampling technmiques mcluding special vanant of standard random sanple.
s Prepared raw data for computer analysis.

Organization/Administration

s Coordinated all aspects of four-day, intermational professional conference. Developed agenda, scheduled speakers and organized
dizcussion groups

s Catalogued and curated the Ammencan Indian Ethnographic Film Ceollection for the Lowie Museum of Anthropology.

s Scheduled and coordinated auditions and interviews for perfonmers and technical sta ff for comumercial and mdustnal film projects.

s Evaluated and contacted prospective clients and talent agencies as production assistantin commercial and mdustnal film projects.

WORK HISTORY

Field Archaeclogist and Lab Analyst Cal Poly Pomona, CA Sprang 2013

Field Archaeclogist and Lab Analyst Enlene and Verbene, France Fall 2011 — Sumumer 2012
Field Archaeclogist Sycamore Canyon Wildemess Parke, CA Surmmer 2012

Collections Curator Biverside Metropolitan Museuwm, CA Swrmmer 2012

Sales Asszociate Hollyvwood Foosevelt, Los Angeles, CA 2011-2012



Resumaa_ededksk ISt

/One page

/20-second glance: most relevant first

ATailor your resume to the position

/Use industry language to describe experience
/Al relevant experience, paid or unpaid

/High school experience (Juniors + remove this)
AAvoid personal pronouns (I, me, my)

/Use appropriate verb tenses

/Error free (both spelling and grammar)






