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Grace Olson
(555) 555-5555
graceolson@gmail.com - 236 W. Reade Ave. Upland, IN 46989

Education		
Taylor University, Upland, Indiana				         			    	      2025 (anticipated)
· Bachelor of Arts in Business Management
· Minor in Communication Studies
· Study Abroad: South East Asia and Ireland 

Experience 
Event Management Intern								Aug. 2023 – Present
Taylor University Calling and Career Office, Upland, IN 
· Plan and coordinate five campus events, including an internship fair and a networking series
· Review resumes with current students 
· Design posters and resource cards in InDesign to promote events 
· Implement an organizational system for employer relations and alumni connections
[bookmark: _heading=h.gjdgxs]
Public Relations/Event Planning Intern 						         Summer 2022
World Vision, Chicago, Illinois 					   	          
· Worked alongside multiple departments in orchestrating events for 1,000+ attendees
· Created and implemented press kits for Team World Vision 
· Recruited, managed, and partnered with a 75+ volunteer base
· Generated new organizational supporters through public speaking engagements 

Seasonal Associate  									         Summer 2021
Kohl’s, Huber Heights, Ohio
· Greeted customers upon arrival and accommodated requests 
· Ensured customer transactions were processed accurately and efficiently 
· Answered incoming phone calls, transferred calls, and used the paging system as necessary 

Skills	
· Proficient in Java, C++, HTML, CSS
· Knowledgeable in InDesign, Photoshop, and Illustrator 

Leadership and Volunteer Activities 	
· Volunteer at Red Barn (after-school kids program)					Aug. 2022-Present
· Softball Team Captain 									Aug. 2022-Present
· Youth Conference Cabinet Member 							            2021-2022

Title:	Name clearly visible (larger font, bolded) at the top	Contact information (address, email, phone) clearly communicated 	Use their personal email, since they won’t have their other one after graduation	Resume is one page—aim to be concise instead of comprehensive		Mandatory Sections:	Education 	We generally encourage students not to include:	High school information	GPA if it’s lower than 3.5	Include	Degree	College/university and location second	Courses (if applicable)	Study Abroad experiences (if applicable) 		Work Experience 	Listed in chronological order with the most recent at top 	Include the company name, city, state, the job title, and dates worked	General format of phrases is Verb–Specific Task–Results.  	For example, rather than saying, “Tutored math,” say, “Applied technical communication skills to effectively tutor 20 students in differential equations.”	When possible, qualify or quantify your level of responsibility and results	Use descriptive action verbs and avoid vague verbs such as, “Worked on” “Helped” etc.  	Don’t simply say that you assisted with a particular project, but rather say how you assisted in the project	Optional Sections 	Skills/Competencies 	Include skills that are specific to your field (these are often in job descriptions)	Ex. CSE: include programming languages or operating systems	Ex.  Art: Adobe Illustrator	Avoid general, subjective skill declarations like “Good communicator”	It is okay to list skills in multiple columns to save space		Honors and Awards 	List scholarships and a short explanation of what it was for or why you received it – connect to future goals or specific expectations of the role		Leadership and Volunteer Activities 	Being active in college can help separate you from other candidates with similar academic qualifications.  Get involved in your department, professional organizations, and projects where you help manage people, budgets, timelines, resources, and events.  This section is used to highlight your activities, and leadership within those activities.	Present participation and leadership activities like work experience and provide one or two action verb statements describing your skills used and the impact created.  		Grammar/Details	Every sub-description should have at least 1 bullet point and no more than 5	Every bullet point begins with an action verb.  	Verbs are in the past tense for past experiences and in the current tense for current positions.	Dates are included,	Punctuation. capitalization, periods, and phrasing are consistent.	You don’t need to include periods - but either way make it consistent!	References (Optional)	“References Available Upon Request” at the bottom.	In a separate document, list three to five professionals that can speak to your skills and work habits.	Include: name, title, company, email, and phone.	Always ask your references if they are willing to serve as a reference for you.	When you are actively pursuing employment, make sure your references have a current copy of your resume and understand your qualifications as well as the types of positions you are seeking.
Final Tips:	Resumes are fluid documents that can change, even if just slightly for each application	Be sure to proof-read before attaching or sending (and have someone else look at it!)	Set a timer and give someone else 30 seconds to read your resume—ask for reactions


References Available Upon Request 
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