YOUR NAME
Your email address
CAMPUS ADDRESS






PERMANENT ADDRESS

Address (On or off campus)






Parent or Guardian Address
Mail Slot/ P. O. Box, Apartment # (If appropriate)




P.O. Box, Apartment

City, State    Zip Code






City, State Zip Code
Cell Phone (Area code) Telephone Number




Parent or Guardian Telephone Number 
OBJECTIVE
State your object
EDUCATION

Bachelor of Science, Business Administration with concentration in Management
        
               Expected May 2015 

University of Arkansas at Pine Bluff, Pine Bluff, Arkansas                     

        
        3.4 GPA, 3.6 Major GPA
STUDY ABROAD








  June 2011-December 2011
American Field Service, AFS Austria

Explored Austrian culture for six months and gained an appreciation for new cultures, languages, and education systems.  
 

ACTIVITIES/HONORS 

Academic Challenge Scholarship (Four years)

            President, Students in Free Enterprise (SIFE) (2011-Present)
Member, Honors College (2011-Present)

            Student Liaison, Youth Motivation Task Force (YMTF) (2011)
Vice President, Alpha Kappa Alpha Sorority (2011-Present)            Member, Golden Ambassadors (2011-Present)
SKILLS    

MS Word
 
MS Excel
 
MS PowerPoint 

MS Access

RELEVANT COURSE WORK

Principles of Economics I & II


Principles of Accounting I & II


Business Math

Business Statistics



Principles of Finance


Principles of Marketing 

Statistics for Decision Making


Principles of Management


Organizational Behavior
VOLUNTEER WORK
Office Assistant, UAPB Office of Career Service, Pine Bluff, Arkansas


            August 2012-Present 

· Demonstrate creativity by developing promotional materials for on-campus events. 

· Update database with current and new information. 

Tutor, Boys and Girls Club, Pine Bluff, Arkansas




                   September 2011-May 2012 

· Tutored five students in math twice per week for two hours; Fifty percent increased in grade level.
EXPERIENCE

Management Intern, Dress for Success Department Store, New York, New York

             August 2011-Present

· Supervise approximately six employees.

· Provide excellent customer service by phone and in person.

· Resolve customer complaints effectively and efficiently.

· Monitor sales in department. 

Sales Associate, Designer’s Touch Boutique, Any Town, Arkansas


               
 
       Summer 2010
             

· Merchandised designer women’s wear.

· Set-up trunk shows and attended clinics for new in-coming fashion lines. 

· Worked with tailors and seamstresses for fittings.

· Scheduled private shopping appointments with high-end customers. 

Cashier, First Buy Grocery Store, Pleasant, Texas




                      Summer 2009
· Operated computerized cash register and scanner.

· Greeted customers in a friendly and professional manner.

· Bagged groceries.

· Balanced register with accuracy. 
ACTION WORDS – Functional Skills

   Accomplished

Accelerated

Achieved

Activated 

Acquired 

Adapted 

Addressed 

Administered 

Advertised

Advised

Aided

Analyzed 

Anticipated

Appraised

Applied

Arranged 

Assembled 

Assisted 

Audited 

Bargained

Budgeted 

Built

Calculated 

Cared

Centralized 

Changed

Charged

Charted

Checked

Classified

Coached 

Collaborated 

Collected

Communicated

Compared

Compiled

Completed

Composed

Computed

Condensed 

Conducted 

Conserved

Consolidated

Constructed 

Consulted

Contracted 

Converted 

Coordinated

Copied

Counseled 

Created

Critiqued

Cultivated

Defined

Delegated

Delivered 

Demonstrated 

Designed 

Determined

Developed 

Devised 

Diagnosed

Directed

Discovered

Dispensed

Displayed

Distributed

Drafted

Earned

Edited 

Eliminated 

Enforced 

Enlarged

Enlisted

Ensured

Entertained

Established

Estimated 

Evaluated

Examined

Exceeded

Excelled

Exhibited 

Expanded

Expedited 

Explained

Explored

Facilitated

Fashioned

Fixed

Forecasted 

Formed 

Formulated

Fostered

Founded 

Generated

Governed 

Guided 

Handled

Headed

Hired

Identified

Illustrated

Implemented 

Improved

Improvised

Increased

Influenced

Informed 

Initiated

Inspected

Installed

Instituted

Instructed

Insured 

Interpreted 

Interviewed

Introduced

Investigated

Judged

Kept

Launched

Learned

Lectured

Led

Located

Logged

Maintained 

Managed 

Manipulated

Mapped

Marketed 

Mastered

Maximized

Mentored

Minimized 

Modeled

Modified

Monitored

Motivated 

Negotiated

Observed 

Obtained

Offered

Operated 

Ordered

Organized Originated 

Overcame

Oversaw 

Participated

Performed

Persuaded

Pioneered 

Planned

Practiced

Predicted

Prepared

Prescribed

Presented

Presided

Prioritized

Processed

Prevented 

Produced 

Proficient at

Programmed 

Projected

Promoted

Proposed

Proved 

Provided 

Publicized 

Published

Purchased

Queried

Raised

Ranked

Received

Recommended 

Recorded

Recruited 

Reduced

Referred

Reinforced

Reorganized

Repaired 

Reported 

Researched 

Resolved 

Restored 

Revamp

Reviewed

Revised

Rewrote

Scanned

Scheduled

Screened 

Selected 

Separated 

Set up 

Scheduled

Shaped

Simplified 

Solicited

Solved 

Specialized

Staffed 

Strategize

Streamlined

Strengthened

Stressed

Studied

Substantiated

Succeeded

Summarized

Supported

Supervised

Surveyed 

Sustained

Tabulated

Taught 

Tested 

Trained 

Translated

Updated

Upgraded

Used

Utilized

Validated

Verified

ACTION WORDS – Adaptive Skills (personal traits)

Active  

Conscientious
Efficient

Independent
Open-minded
Resourceful
Tenacious

Adaptable
Cooperative 
Energetic

Innovative
Outgoing
Adaptive
Creative

Enterprising
Instrumental
Self-confident
Well-organized
Adept



Enthusiastic


Personable
Self-motivated
Aggressive
Dedicated

Exceptional
Keen

Pleasant

Self-reliant
Analytical
Dependable
Experienced


Poised

Sensitive
Assertive
Diligent



Logical

Positive

Sharp


Diplomatic
Fair

Loyal

Practical 

Sincere
Broad-minded
Disciplined
Familiar



Productive
Strong


Discreet

Firm

Mature

Receptive

Successful
Committed






Reliable
Competent
Effective

Honest

Objective

Resilient

Tactful
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