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CONTENT
Summarize and highlight
YOUR SKILLS

CLARITY
Is your information clear,
concise, easy to read?

CONSISTENCY

Did you mix categories: dates,
formats, fonts




FORMATTING:

CHRONOLOGICAL

A Organized by time, newest first
A Appropriate for an experienced

professional

FUNCTIONAL

A Organized by skills and activities

University

Career Center

KRISTEN TAYLOR

ktaylor@gmail.com 4171231111 Springfield, MO

EDUCATION

University of Central Missouri (UCM) Warrensburg, MO
Bachelor of Science Business Administration, May 2021
Major: Marketing

Emphasis: Social Influence and Media

Major GPA: 3.96/4.0

INTERNSHIPS

Burns & McDonnell, Kansas City, MO

Social Media Intern, April 2079-August 2019

* Administered social media platforms by
scheduling and monitoring posts to
increase social engagement, both within
the company and with aver 50,000
external connections

* Compiled analytics to evaluate
effectiveness of sodial media efforts

+ Researched third-party sources for
cantent related to the engineering and
canstruction industries and created materials

Associated Whaolesale Grocers, Kansas City, K5

Digital Marketing Intern, May 2018 August 2018

+ Tasked by supervisors to identify, develop,
and evaluate marketing strategies and
campaigns based on knowledge of the grocery
industry and company objectives

* (Collaborated with grocery retailers across the
nation to grow their presence across multiple
social media networks

* Communicated effectively to consumers of
retail grocery stores and private label brands
through social media and email marketing

MARKETING EXPERIENCE

Widick Marketing, Inc., Kansas City, MO

Marketing Coordinator, May 2015 August 2015

* Wrote copy for marketing materials and social
media content for three industrial clients

* Built and maintained strong relationships with
40 internalfexternal clients

+ Collected and analyzed data from proprietary
system to track and evaluate sales promations

LEADERSHIP EXPERIENCE

International Association of Business Communicators

{IABC), December 2018-Present

President, August 20159-Present

+ Conduct monthly mestings for student members
and bi-weekly planning meetings with officers and
faculty advisor

* Host annual event and panel of communication
professionals in the field

Sigma Kappa Sorority, August 2017-Present

Social Media & Events Chair, May 2019-Present

* Administer and create eight events for the
entire chapter

* Promote events through managing four social
media accounts

ADDITIONAL WORK EXPERIENCE

UCM Career Services Center, Warrensburg, MO

Communication Strategist. |anuary 2017-Present

s Connect current students and alumni to events
and services offered by Career Senvices via social
media channels (e g. Facebook, Twitter, Linkedin
and Instagram)

*  LUrilize tracking tools to analyze insights and
reach to improve social media plan

¢ Increase Facebook audience by 56% in one year

TECHNICAL SKILLS

Adobe Create Cloud (lllustrator, Photoshop, InDesign)
Email and Text Message Marketing

Google Analytics Tracking and Compilation

Public Relations Productions (feature stories, public
service announcements, press releases)

Social Media Platforms (Facebook, Instagram, Twitter)
Website Maintenance (HTML and C55 Coding)
Statistical Analysis Software (|EM 5P55)

Pi Kappa Delta, Missouri Eta Chapter
Dr. Eugene T. Wells Scholarship

Red and Black Scholarship

Dean's List (seven semesters)




PURPOSE:

A brief summary of your skills, abilities,
experiences, and accomplishments that
guickly communicate to the employer that you
have the ability to succeed in the position they
are hiring for.

What it is not?
Your autobiography!

University
| Career Center



CONTACT INFORMATION

Jim Madison
Harrisonburg, VA | 555-555-5555 | madisojp@dukes.jmu.edu

A Name bold & larger font
A One phone number & email address

A City & State
A Add LinkedIn or website

Maury Wilson

Harrisonburg, VA

mkeezell @dukes jmu.edu | (555) 555-5555
www _linkedin.comfin/maurywilson

Polly Madison

Rochester, NY | madisonpj@dukes.jmu.edu | (555)555-555 | Linkedin.com/pollymadison-1

University
| Career Center



EDUCATION
A College(s)/Universities

A L I St SC h O O I S Wh e re yO U e arn e d a Education  James Madison Ufnivel'sity, Harrisonburg, VA Graduated May 2016
BBA Computer Information Systems
deg ree Major GP1£3_65 -
A Name and location of school Sty Abread May - June 2015

A Major and minors |

A GPA EDUCATION
James Madison University, Harrisonburg, VA

A 3 O and a.b ove Bachelor of Business Administration in Computer Information Systems | May 2019
A Major and cumulative

A Academic Honors, Scholarships B

. James Madison University, Harrisonburg, Virginia Anticipated Graduation: May 2019
& F e I I OWS h | pS B.B.A. Computer Information Systems
A If more than three list in different Mapr GPA-AS
section

A Study Abroad Experience

University
| Career Center



SKILLS:
TECHNICAL SKILLS

A Computer programs/software/languages

Adobe Creative Cloud (lllustrator, Photoshop, InDesign)
Email and Text Message Marketing

Google Analytics Tracking and Compilation

Public Relations Productions (feature stories, public
service announcements, press releases)

Social Media Platforms (Facebook, Instagram, Twitter,
TikTok)

Website Maintenance (HTML and CSS Coding)
Statistical Analysis Software  (IBM, SPSYS)

FOREIGN LANGUAGE SKILLS

A Fluency information

University
| Career Center



EXPERIENCE & —

City, ST Zip
[XXX) 555-5555 = [MUI email address

RELEVANT EXPERIENCE R e e

Bachelor of Business Adwinistration: Finance
Concentration: Enropean Business

Major GPA: XXX

Cumulative GPA: XXX

E m p I Oym e nt Dean’s List: Spring Semesters 2018 and 2019

Study Abroad: University of Antwerp, Antwerp, Belgium Fall Semester 2018

EXPERIENCE

-
Extern/Internships RS S
Process & Risk Control Consulting Infern

+ Recommended improvements to clients targeted at enhancing efficiency and effectiveness of internal controls
+  Assisted in the performance of follow-up work to determine adequacy of corrective actions taken by management to

- -
St d e n t O r a n I Z atl O n S implement audit recommendations and,/or to correct Sarbanes-Oxley (SOX) internal control deficiencies
l J #  Traveled to client offices to perform S0OX compliance work on-site and gathered testing support

+  Collaborated with the Process and Risk Controls team in Miami in order to meet weekly testing goals

. - Fairfield County Bank, Fairfield, CT May 2018 - December 2018
O I I I I I I u n I y e rVI Ce Reteil Banking Intern

#  Collaborated with management and other staff to establish long term client relationships
+  Counted and balanced a cash drawer of more than $15,000 on a daily basis

d h - P e # Performed an average of 50 to 100 transactions per day with 100% accuracy rate
Leadership Positions o US 1P ot oy e

Consulting Patlnvays Extern
»  Worked with over a dozen BSM US LLF employees to explore the responsibilities and daily tasks of Risk Advisory

.
Services and Technology Management Consultants
O u | l e e r rOJ e C S # Participated with other externs in simulation demonstrating the tasks of an RSM Partner or Principal

Nielsen's Florist, Darien, CT June 2015 - July 2017
Sales Associate

-
‘ I aS S P ro e Cts # Collaborated with a sales team of 10 members to price items, process transactions, create merchandise displays,
organize inventory, unload merchandise, and market products to customers

LEADERSHIP AND ACTIVITIES
Valley Scholars, James Madison University January 2018 - Present

. . .
linical/Pr Icum e
+  Mentor a group of six middle school students and teach weiting skill development, academic planning, organization

akills, interpersonal skills, and college preparation skills

Beta Alpha Psi, Eta Delta Chapter, James Madison University September 2017 - Present

Conferences Attended e oo st

+  Parlicipate in forty hours communily service annually

Fraternity Name December 2016 - Present
Brother, 2018-2019 Treasurer

- g -
P rofe S S I O n aI Affl I I atl O n S + Lead a committee of 15 brothers with the goal of organizing and promoting relationships with other fraternities and
sororities at James Madison University

» Manage a quarterly budget of 510,000 and trace sources and uses of cash
TECHNICAL SKILLS

*  Bloomberg Market Concepts (BMC) certified
= 216 Microsoft Excel Specialist certified, experienced in Microsoft Office

Do To Po To Do Do To To I I

University

Career Cente




EXPERIENCE DESCRIPTIONS:

Action Verbs
A Verb tense (be consistent in
Individual experience descriptions)
A Vary your action verbs
A. 2P?2L OM? %) %
Write Strong Descriptions
A Quantifiable (numbers, percentages, statistics, quotas, results)

A Show Big Picture (what was learned, skills developed, how you
helped)

A Descriptive (type of location; population; project details)

A Industry Terms (to demonstrate knowledge and interest in field)
A Concise (be descriptive, yet brief -like a short summary)

A No spelling, grammar, or punctuation mistakes

University
| Career Center



EXPERIENCE DESCRIPTIONS:

DreamFetcher, Social Media Marketing Intern, VA March 2010 — Current

e Increase awareness for a job searching and networking website through developing and maintaining social
media sites for Virgina residents and encouraging discussion among members

e Auend weekly telephone bnefings concernming company and soaal media updates in addiion to suggesuons
for improvement

e Lixplore blogs, Twitter, and Facebook for informaton relevant to company objectives

Tutti Gusti, Server/Bartender, Harnsonburg, VA May 2009 — Current

e Greet and escort customers to table, explan menu items and specals, check idenufication for alcohol
consumption, take orders and relay to cooking staff] and properly serve orders to customers

e Prepare tickets and handle money, maintain cleanhness, and offer excellent service to each customer

The Sports Racket, Desk Clerk/Sales Assocate, Lynchburg, VA June 2005 — January 2009

e Greeted and serviced club members, scheduled tenmis/racquetball courts, promoted sales of new club
memberships, and upheld existing member accounts

e Sold retaill/merchandise items, tramed incoming employees, coordinated events, and mantained facility

University
Career Center

MU



COURSEWORK & PROJECTS:

A Valuable when you lack related experiences

A Use to demonstrate specific knowledge

A For projects summarize work that you have
completed.

A Be results driven if possible

COURSE PROJECTS
Designed and implemented a database for a telecommunications company using Oracle
e (Created screens, reports, and queries for a small business using Python
e Designed a web-based marketing system using Activity, Use Case, and Sequence Diagrams

University
| Career Center



Relevant Coursework Example

Integrated Functional Systems, COB 300, JMU, Fall 2013
Title of Project

« Completed 12-hour comprehensive learming experience that combined disciplines of finance, marketing,

management, and operations to develop a business plan for a fictitious start up business.
o Directed marketing section, which focused on market research, opportunity analysis, market segmentation,

positioning, promotional and distribution strategies, and budgets and sales forecasting.

Integrated Marketing Communications Course Project, JMU, Spring 2012

« (Completed projecis focusing on advertising, sales promotions, public relations, packaging, publicity,
personal selling, direct marketing, and event sponsorship.

o Created client-oriented projects and developed a marketing campaign for local business use with a team.

University
| Career Center



ACTIVITIES &
INVOLVEMENT:

YES: JMU and community organizations

NO: High school activities

Member, Association of Information Systems, IMU Fall 2018 - present

Delta Sigma P1, Business Fraternity, IMU

o Treasurer Fall 2018
o Designed and used Excel Spreadsheet to manage budget

¢ Fundraising Chair

o Raised $1500 for American Cancer Society Spring 2017

Participant, Booz Allen Incubator Team Challenge, James Madison University October 2018
¢ C(Created an innovative solution to a real-world client
¢ Implemented a system for National Park Services that accurately forecasted visitation rates

Volunteer, Philanthropy Events, James Madison University August 2015-Present
¢ Organized and participated in events to raise money for Juvenile Diabetes Research Foundation,
Women's Wellness Initiative, and Dress for Success

University
| Career Center



Final Thoughts

A Know your audience
A Be consistent
A Show who you are

A Demonstrate transferable
skills

A Use professional language
A Present your growth

KRISTEN TAYLOR

ktaylor@gmail com 4171231111 Springfield, MO

EDUCATION

University of Central Missouri (UCK) Warrensburg, MO
Bachelor of Science Business Administration, May 2021
hajor: Marketing

Emphasiz: Social Influence and Media

Major GPA: 3.96/4.0

INTERNSHIPS

Burns & McDonnell, Kansas City, MO

Social Media Intern, Aoril 201 9-August 2019

+ Administered social media platforms by
scheduling and monitoring posts to
increase social engagement, both within
the company and with over 50,000
external connections

* (Compiled analytics to evaluate
effectiveness of social media efforts

+ Researched third-party sources for
cantent related to the engineering and
canstruction industries and created materials

Associated Wholesale Grocers, Kansas City, K5

Digital Marketing Intern, May 2018 August 2018

+ Tasked by supervisors to identify, develop,
and evaluate marketing strategies and
campaigns based on knowledge of the grocery
industry and company objectives

* (ollaborated with grocery retailers across the
nation o grow their presence across multiple
social media networks

¢ (Communicated effectively to consumers of
retail grocery stores and private label brands
through social media and email marketing

MARKETING EXPERIENCE

Widick Marketing, Inc., Kansas City, MO

Marketing Coordinator, May 2015 August 2009

= ‘Wrote copy for marketing materials and social
media content for three industrial clients

* Built and maintained strong relationships with
40 internal/external clients

+ Collected and analyzed data from proprietary
system to track and evaluate sales promations

LEADERSHIP EXPERIENCE

International Association of Business Communicators

(IAEC), December 2018-Present

President, August 20719-Present

* (Conduct monthly meetings for student members
and bi-weekly planning meetings with officers and
faculty advisor

* Host annual event and panel of communication
professionals in the field

Sigma Kappa Sorority, August 2017-Present

Social Media & Events Chair, May 2015 -Present

= Administer and create eight events for the
entire chapter

¢ Promote events through managing four social
media accounts

ADDITIONAL WORK EXPERIENCE

UCM Career Services Center, Warrensburg, MO

Communication Strategist, January 2017-Present

* Connect current students and alumni to events
and services offered by Career Senices via social
media channels (e.g. Facebook, Twitter, Linkedin
and Instagram)

* Utilize tracking tools to analyze insights and
reach to improve social media plan

& Increase Facebook audience by 96% in one year

TECHNICAL SKILLS

Adobe Create Cloud (lllustrator, Phatoshop, InDesign)
Email and Text Message Marketing

Google Analytics Tracking and Compilation

Public Relations Productions (feature stories, public
Service anNoUNCements, press releases)

Social Media Platforms (Facebook, Instagram, Twitter)
Website Maintenance (HTML and C55 Coding)
Statistical Analysis Software (BN 5P55)

Pi Kappa Delta, Missouri Eta Chapter
Dir. Eugene T. Wells Scholarship

Red and Black Scholarship

Dean's List (seven semesters)







