YOUR NAME

Phone Number   (   Professional Email Address   (    Linkedin
SUMMARY OF QUALIFICATIONS
(list 3-5 strengths, certifications, languages, computer, relevant skills for job applying to-use #,$,%, time)
· Fluent in Spanish (reading, writing, speaking)

· Experience in high stress communication & negotiation, involving advanced critical thinking
· Effective in working in fast-paced, team-driven environments with high prioritization skills
· 1 year experience with administrative office settings, managing schedules, customer service
EDUCATION 




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

The University of Texas at San Antonio (UTSA) 

        Expected Graduation: Month Year 

Bachelor of Business Administration in…

            Major GPA: 3.88 Cumulative GPA: 3.39 

Dean’s List 







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




	· Network Security
	· Cyber Law and Legal Systems

	· Advanced Composition for Business
	· Digital Forensics


TECHNICAL SKILLS (list 3-5 software, computer, technical relevant skills)
· Proficient in: Java, Oracle, SQL, Microsoft Suite

· Familiar with: Python, C++

· Knowledgeable of: R, Apache, SAP
COURSE PROJECT (group work, papers- use #,$,%, time)
Digital Forensic–Project

       

    

      

    Month Year
· Developed a specialized  examination of 4 systems, evaluating data and successfully incorporating preservation of evidence for law enforcement
· Worked with a team of 3 to establish intent, culpability, motive, means and methods for a data breach and successfully created 2 advanced control techniques
EXPERIENCE (list 2-3 of your experiences- use #,$,%, time- be specific)
Claims Representative




                      
               Month Year – Present

USAA Insurance Company, San Antonio, TX

· Apply knowledge of over 30 types of coverage and local laws to investigate and conclude claims in accordance with company procedures

· Review and help administer insurance, annuity plans, determining financial soundness and calculating premiums for over 250 clients

· Earned department “Employee of the Quarter Award” for increasing claim turn-around rates by 20%

Office Assistant Congressman Charles A. Gonzalez


      Month Year - Month Year
· 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

LEADERSHIP ACTIVITIES
Business Student Council, President, UTSA



               Month Year – Present

· Lead membership of 120 students in monthly meetings, 4 quarterly reports, seasonal recruiting, weekly marketing, budgeting over $23,000 annually

· Manage program scheduling with 10 national chapter leaders, overseeing 10 events per semester
