YOUR NAME
Address City, State, Zip ∙ Phone Number ∙ Professional Email Address

CAREER OBJECTIVE 
Seeking an entry–level, full-time/part-time position in…
(this is a short statement to specify the position name & company) 

SUMMARY OF QUALIFICATIONS 
· Fluent in Spanish (reading, writing, speaking) 

· 5 years experience working well in team environments, as well as independently 

· Proficient in Microsoft Office Word, PowerPoint, Excel, Adobe Photoshop, Mac programs
· Familiar with social media: Twitter, Skype, Facebook, Pinterest, LinkedIn

· 4 years effectively meeting deadlines, effective in working in fast-paced environments 

· Ability to conceptualize whole picture problems to dissect solutions/formulate conclusions

EDUCATION                                                                               (Only add GPA if 3.0+, Do not round up)
The University of Texas at San Antonio 


      
             Expected Graduation: Month Year
Bachelor of Arts in (add your major here)






GPA: 3.39 
Minor in (add your minor, if any, here)
Dean’s List 







           
     Semester Year - Present
Thomas Ford Future Leaders Scholarship Recipient, $2,500 yearly

     Semester Year - Present  
Relevant Coursework (List 4 of your upper-level courses that relate to the job)




	· Public Speaking
	· Human Development Across the Lifespan

	· Advanced Composition for Business
	· Public Policy Formulation & Implementation


San Antonio College







      Graduated: Month Year
Associate of Arts









 GPA: 3.25

RELEVANT PROJECTS (list 2-3 of your course experiences- use #,$,%, time, be specific) 
Planning & Campaigns

   



          

       Semester Year 

· Developed sales campaign for company established with a team of 4, including 3 advertisements, a $5,500 budget, 2 press-releases, 2 large product displays 

· Initiated effective cost analysis projections for 1 year in 2 specified local markets 

· Established the use of 3 social media outlets for daily advertising, customer prospection 

Advanced Composition

       

    

           

       Semester Year
· Developed a specialized written argument for a business project with a team of 3, including               5 professional memos, 3 informational brochures, 1 flyer for an event
· Initiated a 6 page research paper emphasizing coherence/ persuasiveness of writing in business/ corporate human resources departments

· Learned principles/procedures for creating original documentation for mass publication
RELEVANT ACADEMIC EXPERIENCE (list 2-3 course experiences, explain what you learned)
Experimental Psychology – Learned how to conduct social science based research, gained skills related to interpreting and processing statistics used to formulate conclusions, enhanced writing ability in documenting and applying research findings

ADDITIONAL SKILLS (don’t say you have good “xyz” skill, explain what and how you got it)
· Enhanced public speaking skills as result of completing over 7 classroom presentations, leading group projects over past 3 years 

· Proficient in writing effectively through completion of 10 large scale research papers, ability to edit documents, skilled at tailoring content to specific audience 

· Strong ability to conduct various types of research – utilizing sources, collecting data, journal review, internet sourcing, interviewing people for source information
