[bookmark: _GoBack]First Name “Nickname” Last Name 	Comment by Helen K. Godfrey: If you have a nickname, feel free to place it in quotation marks between your first and last name. 
                                                     Houston, Texas  77204	Comment by Helen K. Godfrey: You no longer need to put your actual street address on your resume but the city, state and zip code are helpful. 
Cell: (832) 842-6120; Email: hirebauer@uh.edu
U.S. Citizen; Willing to relocate within the U.S.	Comment by Helen K. Godfrey: If you were educated outside of the United States but are permanently authorized to work in the U.S. because you are a U.S. citizen or have a Green Card, it may be helpful to indicate that here.	Comment by UH: Many employers will not assume that you are willing to relocate.
LinkedIn:	Comment by Helen K. Godfrey: Most employers will check your social media profiles before you are invited in for an interview. It is helpful to include a customized hyperlink in your resume. 

OBJECTIVE	Comment by UH: When you are changing careers or industries, you will want to focus on your transferable skills. Help the employer understand the skills you enjoy by writing them in your objective.
To obtain a full-time position utilizing xx, xx and xx skills. (You can customize your objective for each position. Select your favorite skills to use. Use industry buzzwords if possible.)

EDUCATION
C. T. Bauer College of Business, University of Houston, Houston, Texas	Comment by UH: If you graduated 3-5 years ago and your degree is not directly related to your current career objectives, you may want to move it towards the bottom of the page.
Bachelor of Business Administration in (Insert Major), Minor in (Insert Minor), Dec. 2015 Entrepreneurship Certificate, May 2014
(Insert Major) G.P.A.: 3.48; Cumulative G.P.A.: 3.14
· Financed 70% of educational expenses through continuous employment
HONORS AND AWARDS	Comment by UH: A good rule of thumb as you are trying to discern whether or not to leave something on your resume is whether or not it is directly related to your current objective. For example, if your background is accounting and you want to move in to a role in a non-profit organization you may want to showcase your honors/awards received through your volunteer work towards the top of your resume.
Dean’s List:  Spring 2013, Fall 2012, Spring 2011, Fall 2010 Acme International Scholarship, 2012-2014
EXPERIENCE
Teller	Comment by UH: Depending on your current career goals, you may want to emphasize either your job title or the company. For example, an applicant who likes the banking industry but would like a different role in banking, may want to emphasize his/her experience at the bank.  If this particular applicant wanted to transition in to HR, I would have him/her move the last bullet point to the top because that is the task most closely related to HR. 
ABC Bank, Houston, Texas, Nov.2012 – Present
· Process checking and savings account deposits
· Market branch sales promotions and products to customers
· Respond to customer service inquiries and resolve account service issues
· Help train four incoming employees on branch procedures and policies

Sales Associate	Comment by UH: If this applicant was interested in pursuing a career in sales, I would emphasize this job title as well as the one below where I would put the title first.
UH Bookstore, Houston, Texas, Nov. 2011– Oct. 2012
· Managed and handled up to $1,500 in cash and credit card payments daily	Comment by UH: If this applicant was interested in HR, I would move the last 2 bullet points to the top.
· Assured outstanding customer service to all faculty, staff and students while on sales floor
· Assisted with marketing campaigns, visuals, purchase orders and re-stocked products
· Trained 14 new employees on opening and closing procedures and store policy
· Represented store at three university events per semester

 ACTIVITIES
Asian Business Student Association, Fundraising Committee Member, Fall 2011-present
· Work with a team of five fellow students to put together four bake sales each semester
· Raise an average of $2,500 per semester through campus events Houston Museum of Natural Science, Volunteer Greeter, 2011
SKILLS
Microsoft Excel, Access, Word, PowerPoint, Outlook, Photoshop, Java 	Comment by UH: It is very helpful to incorporate computer skills in the bullet points themselves so the reader will have a better idea of the level of expertise.
Fluent in English and Vietnamese	Comment by UH: Be careful describing your level of language skills. Sometimes employers will say, “You are fluent in this language? Great! We will continue our interview in ….”   


