YOUR NAME

Address City, State, Zip   (
Phone Number   (   Professional Email Address

CAREER OBJECTIVE
Seeking an entry –level/full-time/part-time/internship position in…
(This is a short statement to specify the type of position and company)
SUMMARY OF QUALIFICATIONS
(list 3-5 strengths, certifications, languages, computer, relevant skills for job applying to-use #,$,%, time)
· Fluent in Spanish (reading, writing, speaking)

· 2 years’ experience with administrative office settings, managing schedules, customer service
· Proficient in Microsoft Office Suite, social media (Facebook, Twitter, Instagram)

· Effective in working in fast-paced, team-driven environments with high prioritization skills
EDUCATION 




        (Only add GPA if 3.0+, Do not round up)

The University of Texas at San Antonio 


                       Expected Graduation: Month Year 

Bachelor of Business Administration in

            Major GPA: 3.88 Cumulative GPA: 3.39 

Dean’s List 







           
Semester Year – Present 

Relevant Coursework
(List 3-5 your upper-level courses that relate to the job)




	· Public Speaking
	· Business Information Systems

	· Advanced Composition for Business
	· Public Policy Formulation & Implementation


WORK EXPERIENCE (list 2-3 of your experiences- use #,$,%, time - be specific)
Sales Associate/Event Coordinator-Pottery Barn, San Antonio, TX
                 Month Year – Present

· Plan, organize, and advertise 2 day-long store marketing events/classes per month

· Network with 10+ vendors per month via email and phone to schedule times, develop marketing outreach, set up events and organize day-of promotions

· Advertise 1-2 daily and weekly promotions on social media outlets, primarily on Instagram

· Top 5 sales associate, maintaining sales per hour rate of $200+ over past 6 months

· Provide custom furniture and professional decorating services to over 10 customers per day

Office Assistant


      



          Month Year - Month Year
Congressman Charles A. Gonzalez, San Antonio, TX

· Scheduled 2 events in the Texas Capital’s House meeting room, assisted in planning/ coordination of House events

· Organized, filed 10 bills scheduled for consideration by the House

· Performed general House floor duties, including copies, faxes, interoffice mail

· Compiled 50 key data figures from 1,000 constituent surveys, generated 10 page report of finding, including 2 graphic figures with a team of 3

COURSE PROJECT (group work, papers- use #,$,%, time)
Organizational Communication–Project

       

    

  Semester Year
· Developed a specialized written argument with a team of 3, including 5 professional memos, 3 informational/ persuasive marketing brochures 
· Initiated a 6 page research paper emphasizing coherence/ persuasiveness of writing in business/ corporate human resources departments
ADDITIONAL SKILLS (don’t say you have good “xyz” skill, explain what and how you got it)
· Skillful in communicating with various types of individuals in diverse situations to relate/assess need, understand perspective, develop rapport, build relationships

· Worked in teams to complete over # assignments, delegating responsibility, completing tasks ahead of deadline, communicating with group members to address issues
