[bookmark: _GoBack]First Name “Nickname” Last Name 	Comment by UH: If you have a nickname you prefer you can put it here in quotation marks between your first and last name.
                                                     Houston, Texas  77204	Comment by UH: Putting your actual address is optional but adding the city, state and zip code is helpful. You may want to have a master resume with your street address for your online applications and then another version without your street address to hand out at events.
Cell: (832) 842-6120; Email: hirebauer@uh.edu	Comment by UH: Is your voicemail set up? Is your voicemail message professional? Did you clearly mention your first and last name. Very good!	Comment by UH: Make sure you have a professional email address. When it doubt, first name + last name@.... is a safe bet.
LinkedIn: 	Comment by Helen K. Godfrey: Customize your LinkedIn URL with your first and last name. 
U.S. Citizen 	Comment by Helen K. Godfrey: If your work authorization is not apparent, for example, you may have gone to high school in another country but you are a U.S. Citizen or Green Card Holder, note that under your LinkedIn profile. Some employers may not be sure of your work authorization if you speak another language so, just to be safe, if you are a U.S. Citizen or Green Card Holder, note it here. 

SUMMARY	Comment by Helen K. Godfrey: “Objective” is now replaced with “Summary.” If you are applying for a job online, no need to put the job title. If you are attending an event such as a career fair, you may want to include some of the job titles or general areas of interest you are considering. 
Fluent in English/Vietnamese. Three years of banking experience and a year of sales experience.	Comment by Helen K. Godfrey: Depending on your career goals, you may want to highlight some of your experience. For example, at the bank, you have banking, customer service, marketing and some HR experience. What type of role are you seeking? You can give a little bit more information about the topic that is most closely related to the role you are currently seeking in your summary. 

EDUCATION
C. T. Bauer College of Business, University of Houston, Houston, Texas
Bachelor of Business Administration in (Insert Major), Minor in (Insert Minor), Dec. 2015 Entrepreneurship Certificate, May 2014	Comment by UH: Make sure you are consistent with the dates. If you abbreviate in one place, make sure you abbreviate throughout your resume. If you write out the month, make sure you write it out in each section. If you chose to note it numerically, make sure you do so throughout. Why? Employers want to see your writing skills and your attention to detail. The same advice applies to the state. If you type out “Texas” do so throughout. If you abbreviate, “TX”, do so throughout.
(Insert Major) G.P.A.: 3.48; Cumulative G.P.A.: 3.14
· Financed 70% of educational expenses through continuous employment (worked 30h/week and attended school full-time)
HONORS AND AWARDS
Dean’s List:  Spring 2013, Fall 2012, Spring 2011, Fall 2010 Acme International Scholarship, 2012-2014
EXPERIENCE
Teller, ABC Bank, Houston, Texas, Nov.2012 – Present	Comment by UH: Organize your work experience with the most recent job first. If you did an internship that is directly related to your career goals and it doesn’t flow chronologically, you can create a section right above the “Experience” section and call this heading “Relevant Experience” or, if appropriate/accurate, “Marketing Experience” for example.
· Process checking and savings account deposits	Comment by Helen K. Godfrey: This would be a good place to quantify if possible. 	Comment by Helen K. Godfrey: You can put a period after your bullet points if you’d like or not. Either way is ok. Being consistent is the key.
· Market branch sales promotions and products to customers	Comment by Helen K. Godfrey: If you are trying to showcase your marketing skills, it may be helpful to elaborate on how you did this. Use industry buzzwords. Instead of saying social media, say “Used social media including….” and actually list out the social media platforms you used so you are covered whether the recruiter uses general or specific search terms. Remember: if it’s not on your resume, it doesn’t exist. 
· Respond to customer service inquiries and resolve account service issues	Comment by Helen K. Godfrey: If you are trying to highlight your banking experience, it may be helpful to use some industry buzzwords. What types of issues did you resolve? 
· Helped train four incoming employees on branch procedures and policies	Comment by Helen K. Godfrey: Did you work with your supervisor? How were you selected? Did you create a PowerPoint presentation? Did you research the topics for the presentation? Is this a new presentation? If you are trying to transition into an HR role, it would be helpful to elaborate on the types of policies and procedures you were teaching. Depending on your career goals, you will want the most relevant information, meaning most closely related to your next career goal towards the top. So, if you are aiming for HR, you would want this to be your first bullet point under this experience.

Sales Associate
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: Quantifying information can be very helpful for the reader especially when it is an impressive number.
· Provided outstanding customer service to all faculty, staff and students while on sales floor	Comment by Helen K. Godfrey: If you know how many people you served per day or per month, this may be helpful information. 
· Assisted with marketing campaigns, visuals, purchase orders and re-stocked products	Comment by Helen K. Godfrey: Elaborate on the word assisted. What does this mean exactly? Who did you assist? Did you use any software to create the marketing materials? 
· Trained 14 new employees on opening and closing procedures and store policies	Comment by Helen K. Godfrey: Again, if your goal is to get into HR, this is a great bullet point that can be moved to the first one. Expand on the training. Did you create/enhance/improve it? How were you selected to conduct this training as a sales associate? 
· Represented store at three university events per semester reaching over 250 students per event	Comment by Helen K. Godfrey: If you are trying to showcase your marketing skills, you may want to use some marketing buzzwords. The same goes with sales experience. If you are trying to demonstrate your sales skills you, may want to use sales buzzwords. 

 ACTIVITIES
Asian Business Student Association, Fundraising Committee Member, Fall 2011-Dec. 2015
· 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: You can list your computer skills here. It is very helpful to also incorporate your computer skills in your bullet points if possible. The reason? The reader will have a more clear understanding of your expertise using these programs when he/she sees that you have used them in a professional setting.
Fluent in English and Vietnamese	Comment by UH: Keep in mind that you may be tested on your language abilities in the interview. If you say that you are fluent in a language, the interviewer may say, “Great! Let’s do the rest of the interview in that language.” Make sure you are comfortable and can demonstrate the level you indicated on your resume. Bilingual=you were raised with both languages at the same time and speak both natively; then there is fluent, proficient, conversational and basic. There are over 500 languages spoken in Houston so make sure you are comfortable with the level you have on your resume. When in doubt, put a level lower. 

