What’s the point?
A resume acts as the starting point for all things surrounding a career search. When
you email or ask somebody about a potential position, chances are they’ll ask you
to send them your resume. Needless to say, it’s a good idea to have one ready to
go, instead of scrambling at the last minute to throw something together.
What should be on my resume?
We’ll cover each of these in more detail, but in short, your resume should have:
 Header (for your name and contact info)
 Education (to explain your major, GPA, expected graduation date)
 Experience (to help you explain what you’ve been doing professionally)
We can hear you right now ‘What about an objective? A skills section? Awards
and activities???’ Don’t worry - we’ll talk about all those and more in this document.

The fact of the matter is that resumes, while looking the same from person to
person, are often wildly different from one another. Your overall goal with your
resume is to get noticed for your professional activities and to secure an interview.

Business Placement Center
Rehn Hall Room 113
1-618-453-2603
www.cobajobs.com

The Starting Point
It’s helpful if you take the time to inventory your work experience, education, student
organizations, scholarships and volunteer experience on a separate document before you
worry about your resume. This will make the process of putting together the resume
much easier and efficient.
Templates v. Starting from Scratch
Generally speaking, starting from scratch is a much better idea than developing a resume
from a template. The reason why is simple – Employers KNOW resume templates and
can spot them a mile away. It’s possible that somebody will judge you and assume that
just because you used a template that you might be lazy.
Templates can also have issues when they are opened in different programs, plus you can
lose flexibility with a template down the road – if you want to add another section on
your resume that’s not in the initial template, it can be difficult to put it in later.
Take the time now to create a resume from scratch – you’ll thank us later!
Layout Basics
Resumes can be all different shapes and sizes, but you should seriously think about some
specific layout guidelines that should be similar for everybody:
Header: Keep it at the top with larger text than
the rest of the resume

Dates: Always on the right-hand side (we read left
to right - this rule puts the most important
information (title/companies) first – where you
want employers to see (and notice!) it

No page numbers, no ‘References Available
Upon Request’, no footnotes.
Remember: ONE PAGE!!!

The Header
The header section is generally at the top of the resume and includes your
name, mailing address, phone number and email address:

One Saluki Way
Carbondale, IL 62901

Grey Dawg

siu@siu.edu
123-456-7891

If you want to use both a Carbondale and a hometown address, you can just differentiate
the two by listing one as ‘Campus’ and one as ‘Permanent’.
NOTE: Make sure that you use a professional email address on you resume. Emails like
‘redhotmama@_____.com’, ‘ginandjuice@________.com’ and ‘dopeluvr@_____.net’
aren’t going to be the best branding toward employers.
Likewise, make sure that you have your voicemail set up and USE a professional
message and DON’T use ringback tones. As cool as it is to make everybody listen to the
newest Lady Gaga beat when they call you, employers will question your maturity when
they hear it.

The Objective
Ah yes… The objective. Of all the resume questions we get in the Business
Placement Center, objectives are one of the more common topics.
First things first: while you don’t NEED an objective, we feel they’re a good idea. An
employer isn’t going to carefully dissect everything on your resume to make a
determination about what position you might be the best fit for. Objectives can save them
time which is a VERY good thing (Happy recruiters are what you want).
An ineffective objective talks all about what the applicant wants:
Objective
To secure employment where I can grow and develop in a professional environment.

Yawn. Any employer reading this is probably going to go on to the next resume. This
person would have been better not even having an objective.

An effective objective should tell somebody two things very quickly: 1) Why am I
reading your resume? and 2) What can you do for me?
Objective
To secure a summer internship where self-motivation and excellent customer service skills can help the
marketing department of the organization.

This is MUCH better. For added kick, customize the objective for each position you
apply for, paying special attention to which soft skills the company is looking for (these
are usually listed in the position description) and the company name.
Also, note that we aren’t using ‘I’, ‘my’, or ‘me’ in the objective – keep these off your
resume – your name is at the top, so we know that everything relates to you.

Education
If you are still attending school (or you recently graduated) you should
have your educational section listed next on your resume.
QUESTION: Should I have my high school degree or involvement on
my resume?
ANSWER: Once you make it to college, employers aren’t interested in high school
diplomas or activities. It’s best to leave these off and make room to list all the great
things you’re doing at SIU!
You’ll want to include the school that you are attending, the formal name of the degree
you are currently trying to earn, any minor you are earning as well, your expected
graduation date and your GPA, carried to the first decimal (if your GPA is 3.0 or higher):
Education
Southern Illinois University
Bachelor of Science in Marketing
GPA: 3.1/4.0

Carbondale, IL

May 2014

QUESTION: What if my GPA isn’t 3.0? Can I round up if it’s 2.9 or 2.8?
ANSWER: If your overall GPA is less than 3.0 think about calculating your business
GPA or your major GPA and using that (make sure you specify which GPA you list).
Rounding up your GPA is a no-no. If it’s not 3.0, don’t try to round it up.

QUESTION: Can I list ‘Relevant Courses’ on my resume?
ANSWER: You can, but make sure that they are truly relevant to your degree and career.
Listing ‘Intro to Business’ is probably a bad idea. Stick with more advanced 400 level
electives for this section.
QUESTION: I earned transfer credit at another university – Should I have that on my
resume?
ANSWER: No - Ideally the only educational institutions on your resume are those that
you’ve earned a degree from in the past or you are planning on earning a degree from.

Experience
This is the ‘meat’ of the resume that can really help set you apart from
other candidates. Most students are fairly surprised at the amount of
professional experience they really do have. When thinking about the
experience section, think about listing and detailing the following:




Jobs (duh)
Registered student organizations
Volunteer experience





Class projects
Internships
Externships

You’re going to list the company name, your title (if you weren’t given a formal title
then create one – keep it realistic, though), the dates of employment and some bullet
points.
Yes, bullet points. Not paragraphs, not narratives, not brief summaries. Skimmable bullet
points - Bullet points talking about your achievements, not your job duties.

Employers can guess what you did as a restaurant server/office assistant/student
worker/landscaper/cook/factory worker/babysitter/dog walker/insert other job here. What
you want to focus on with bullet points is YOUR QUANTIFIABLE ACHEIVEMENTS!
Too many people do this:
Experience
Acme Explosives
Office Assistant
 Make coffee
 Answer phones
 Talk to customers
 Multi-task

Toontown, IL

May 2010-Present

When they should do this:
Experience
Acme Explosives
Toontown, IL
May 2010-Present
Office Assistant
 Brainstormed over 15 promotional activities for annual ‘Boom Week’
 Developed and presented an advertising campaign to increase client base by 15-20% over the next
12 months
 Implemented a new Client Relationship Management system for 300+ clients, using Microsoft
Access

When looking at a resume, nobody cares that you can make coffee, answer phones or talk
to people. When creating bullets, use approximations of your figures (‘Ex: 300+’, ‘over
15 activities’, ‘~15%’). Also, use action words to start off your bullet points to help
yourself stand out from the crowd.
Here are some ideas to help you generate some meaningful resume metrics. Think about
the following as they relate to your past or current jobs, internships, externships and
student organization or volunteer activities. Combine details about the scope of your
activities with what results you helped achieve (as noted in ‘Confessions of a Recruiting
Director’ by Brad Karsh). Keep in mind that whole numbers, dollar amounts and
percentages are especially impressive on a resume:






How many people do you work with?
Do you work directly with an executive?
What percentage of SIU students are in the same organization as you?
Helping raise a certain dollar amount or increasing membership for an
organization










If you (or the organization) wins an award while you are involved with them
Are you responsible for sensitive data?
Do you help with projects integral to the mission of the organization?
Have you found more effecient ways of doing things?
Do you have any particular quotas or sales goals that you have to meet?
If you work on events, how many people attend on a regular basis?
Do those events need sponsors that you are in charge of bringing in?
If you work on a company’s or RSO’s website/twitter/Facebook/etc, how
many visitors/followers/fans do they have? How many did they have when
you began?
 Working in a manual labor job can often mean working with expensive tools
- what is the dollar amount of those items?
 What about coaching for a little league team or running a sports camp? What
age groups are you responsible for?
Think about listing your RSO involvement as Experience as well:
Experience
Social Media Club
Carbondale, IL
Fall 2010-Present
Member
 Communicated weekly with ~15 other club members about client meetings and strategy
 Increased membership by 5-10 members by speaking in ~7 business classes in January 2011
 Manage Twitter account with 1000+ followers

As far as the ORDER of experience goes, we recommend sorting your resume based on
relevance. If you are applying to a bank and you did an internship with an investment
company a couple years ago, put THAT position at the top (even if you are working
somewhere else now). The idea is to get the potential employer to see that you have some
familiarity with their position or industry.

Associations/Awards
One of the last sections that you might have on your resume is
a section to talk about your associations you belong to or the
awards that you’ve won. While not a bad section to have, it’s
easy to slip and have problems with this area (especially in
interviews).
Ideally, you will list the following:
Association Name: What the association is/does/what you do for them
Award: What the criteria for the award is/Why you won it

Awards/Activities
SIU Dawg Pound: Dedicated student sports booster organization
 Coordinate with 25 other members in charitable activities around the Carbondale area
Student Volunteer Award: Awarded to elite students with over 100 hours of volunteer work on campus

QUESTION: I’m heavily involved in my church or political party – Can I put these on my
resume?
ANSWER: It depends. We recommend contacting the Business Placement Center for
specific advice on this issue. Our contact information is on the front of this packet.
QUESTION: I paid $50 to join the YabaDabba Honors Club to put on my resume, but we
don’t really do anything – should I keep it on my resume?
ANSWER: If you are prepared to discuss the club professionally in an interview setting,
then maybe. If you are in it just because you paid an organization some money then we
would recommend keeping it off.

Skills
Another section that some students use in lieu of ‘Awards/Activites’ is a ‘Skills’ section
to help quickly highlight some of their relevant soft skills. This can be a good way to help
fill up a resume lacking in professional experience. Be sure to format this in 2 or 3
columns across the page:
Skills




Self-motivated
Communications
Social Media knowledge





Mature
Teachable
Customer Service





Punctual
Sales
Attention to detail

QUESTION: What’s the deal with references?
ANSWER: References should be on a second page and treated as a separate document.
We recommend having a copy of them handy to provide when the employer asks for them
(unless they request them when you apply, of course).

Using Resumes at a Career Fair
So you have your resume, you’ve had it reviewed and you are cruising the career fair.
While it might be tempting to just shove it in front of every employer you see, some
protocols should be followed:
 Introduce yourself to the employer with a smile and a handshake. Hopefully you’ll
have done some research on the company and are comfortable introducing
yourself.
 Print your resumes on resume (or business) paper. Use a neutral color, like light
grey or ivory, and don’t use your home printer if it’s running out of ink.
 Get a padfolio to keep your resumes in – this will keep them clean and crisp. Near
the end of your introduction, ask the employer if they are accepting resumes.
Most will, some will not. Don’t be offended if they don’t accept your resume (it’s
typically due to hiring legalities).

Sending Your Resume to a Contact
Maybe you’ve been asked to email your resume to somebody. One
thing to keep in mind – USE PDF!!! In this day and age it’s super easy
to save and convert files to PDF, AND any operating system can open
PDF’s, making it an ideal format for sending resumes.
If you are using a Mac, you can convert your resume to a PDF via the ‘Print’ dialog box.
If you are on Windows the PDF format will probably be a ‘Save As’ option, but in case
it’s not download the free version of PrimoPDF (www.primopdf.com) and use that.

Using Resumes in Interviews
Ah yes – the interview! This is where you can really shine! For starters, understand
what’s on your resume and be prepared to answer questions about anything that you have
listed.
Once again, use a padfolio to keep everything nice and
organized. When you enter the interview room and shake hands
with your interviewer, offer them a copy of your resume. They
may already have it – it may be on the desk in front of them, but
offer it anyways. Don’t make them ask for it.

What are your Top Characteristics?
Able to accept change
Able to handle complaints
Able to meet deadlines
Able to take criticism
Able to work long hours
Able to work under stress
Accuracy
Active
Adaptable
Adept
Advising others
Aggressive
Analytical
Appraising services
Artistic
Assertive
Auditing
Broad-Minded
Budgeting money
Calculating data
Caring
Committed
Communicative
Competent
Competitive
Conscientious
Conventional
Cooperative
Creative
Customer service
Decisive
Dedicated
Delegating responsibility
Dependable
Designing projects
Detail-oriented
Determined
Diligent
Diplomatic
Disciplined
Discreet
Displaying information
Distributing products
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Editing
Effective
Efficient
Energetic
Enjoy challenges
Enterprising
Enthusiastic
Ethical
Evaluate projects
Exceptional
Exhibiting plans
Experienced
Flexible
Fair
Familiar
Firm
Forceful
Generate new ideas easily
Goal-oriented
Honest
Imaginative
Indpendent
Innovative
Instrumental
Interpretative
Investigative
Listener
Logical
Loyal
Managing money
Managing others
Mature
Mediating between people
Methodical
Monitoring others
Motivating others

Patient
Persistent
Persuasive
Planner
Positive
Preparing materials
Problem solver
Promoting events
Public speaker
Personable
Pleasant
Poised
Practical
Productive
Raising funds
Rational
Realistic
Reliable
Remembering information
Resourceful
Risk taker
Receptive
Resilient
Serving individuals
Social
Strong work ethic
Supervising others
Self-Confident
Self-Motivated
Self-reliant
Sensitive
Sharp
Sincere
Strong
Successful

Negotiator

Take initiative
Team leader
Thoughtful
Time management
Tactful
Tenacious

Open-Minded
Organized
Outgoing

Work well in groups
Work well under pressure
Work well with numbers

Rehn Hall, Suite 113
http://placement.cba.siu.edu

(618) 453-2603

Action Word List
Words that describe your functional skills
Abstracted
Achieved
Acquired
Acted
Adapted
Addressed
Administered
Advertised
Advised
Advocated
Aided
Allocated
Analyzed
Answered
Anticipated
Applied
Appraised
Approved
Arranged
Ascertained
Assembled
Assessed
Assorted
Attained
Audited
Augmented
Authored
Bolstered
Briefed
Brought
Budgeted
Built
Calculated
Cared
Charged
Chartered
Checked
Clarified
Classified
Coached
Collaborated
Collected
Comforted
Communicated
Compared

Completed
Complied
Composed
Computed
Conceived
Conducted
Conserved
Consulted
Contracted
Contributed
Converted
Cooperated
Coordinated
Copied
Correlated
Counseled
Created
Critiqued
Cultivated
Dealt
Debated
Decided
Defined
Delegated
Delivered
Designed
Detected
Determined
Developed
Devised
Diagnosed
Directed
Discovered
Discriminated
Dispatched
Displayed
Dissected
Documented
Drafted
Drove
Edited
Eliminated
Empathized
Enabled
Enforced
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Enlightened
Enlisted
Ensured
Established
Estimated
Evaluated
Examined
Exceeded
Excelled
Expanded
Expedited
Experimented
Explained
Explored
Expressed
Extracted
Facilitated
Fashioned
Financed
Fixed
Followed
Formulated
Fostered
Founded
Gained
Gathered
Gave
Generated
Governed
Guided
Handled
Headed
Helped
Identified
Illustrated
Imagined
Implemented
Improved
Improvised
Inaugurated
Increased
Indexed
Indicated

Influenced
Initiated
Inspected
Instituted
Integrated
Interpreted
Interviewed
Introduced
Invented
Inventoried
Investigated
Judged
Kept
Launched
Learned
Lectured
Led
Lifted
Listened
Located
Logged
Made
Maintained
Managed
Manipulated
Mapped
Mastered
Maximized
Mediated
Memorized
Mentored
Met
Minimized
Modeled
Modified
Monitored
Narrated
Negotiated
Observed
Obtained
Offered

Rehn Hall, Suite 113
http://placement.cba.siu.edu

Operated
Ordered
Organized
Originated
Overcame
Oversaw
Participated
Perceived
Perfected
Performed
Persuaded
Planned
Practiced
Predicted
Prepared
Presented
Prioritized
Produced
Programmed
Projected
Promoted
Proposed
Protected
Proved
Provided
Publicized
Published
Purchased
Queried
Questioned
Raised
Ran
Ranked
Rationalized
Read
Reasoned
Recorded
Received
Reduced
Referred
Related
Relied
Reported
Researched

Responded
Restored
Revamped
Reviewed
Scanned
Scheduled
Screened
Set goals
Shaped
Skilled
Solicited
Solved
Specialized
Spoke
Stimulated
Strategized
Streamlined
Strengthened
Stressed
Studied
Substantiated
Succeeded
Summarized
Synthesized
Supervised
Supported
Surveyed
Sustained
Symbolized
Tabulated
Talked
Taught
Theorized
Trained
Translated
Upgraded
Utilized
Validated
Verified
Visualized
Won
Wrote

(618) 453-2603

One Saluki Way
Carbondale, IL 62901

Grey Dawg

siu@siu.edu
123-456-7891

Objective
To secure a summer internship where self-motivation and excellent customer service skills can
help the marketing department of the organization.
Education
Southern Illinois University
Bachelor of Science in Marketing
GPA: 3.1/4.0

Carbondale, IL

May 2014

Experience
Saluki Student Investment Fund
Carbondale, IL
August 2010 - Present
Member
 Coordinate mid-cap investment decisions with 12 other members
 Presented to 8 SIU Foundation Board Members, leading to an increase in the general
investment fund to $1 million total
Chicago Blackhawks
Chicago, IL
Spring Break 2011
Extern
 Observed inner workings of 12 departments of a National Hockey League franchise
 Personally interacted with approximately 50 front office personnel
 Spoke to an audience of 250+ attendees at the 2011 Extern recognition ceremony
Acme Explosives
Toontown, IL
May 2010-Present
Office Assistant
 Brainstormed over 15 promotional activities for annual ‘Boom Week’
 Developed and presented an advertising campaign to increase client base by 15-20%
over the next 12 months
 Implemented a new Client Relationship Management system for 300+ clients, using
Microsoft Access
Awards/Activities
SIU Dawg Pound: Dedicated student sports booster organization
 Coordinate with 25 other members in charitable activities around the Carbondale area
Student Volunteer Award
 Awarded to elite students with over 100 hours of volunteer work on campus
Grrrreat! Scholarship Award
 Earned by placing in top 5% in class and passing an interview with scholarship
committee (5 awards for ~45 applicants)

One Saluki Way
Carbondale, IL 62901

Grey Dawg

siu@siu.edu
123-456-7891

References
Henry Rehn
Finance Professor
SIU College of Business
618-453-2710
hrehn@siuc.edu
(former professor)

Charles Brown
President
Acme Explosives
555-555-5555
bcrown@boom.com
(current employer)

Anita Job
Supervisor
Main Street Department Store
555-555-5555
ajob@store email.com
(family friend)

NOTE: we’ve removed the
hyperlinks on these email addresses

Brown Dawg

100 Saluki Way
Carbondale, IL 62901

siu@siu.edu
123-456-7891

Objective
Seeking a full-time entry-level banking career where skills in financial analysis and market
trends can help PiggyBank, Inc achieve its goals.

Education
Bachelor of Science in Finance
Southern Illinois University Carbondale
Specialization: Investments
GPA: 3.4/4.0

May 2012

Experience
Financial Management Association
Fall 2009 - Present
President
 Manage approximately 35 members in various charitable and educational
endeavors
 Schedule and organize 10-15 professional speakers per semester
 Increased FY11 budget by 23% by streamlining membership due payment
procedures
 Mentored 3 officers, grooming them for leadership roles
 Work closely with 25-30 finance and economics faculty members, facilitating special
analysis projects for the organization
Alliance Financial
Spring 2011 – Present
Intern
 Implemented new social media strategy, increasing business by 10% in first six
months of internship
 Participated in 7 different investment marketing and media webinars
 Direct and communicate with ~15 potential clients and ~10 current clients on a
daily basis
 Track and evaluate marketing activities via Salesforce.com and Microsoft Access
Vinnies Italian Restaurant
Kitchen Staff (Seasonal)

May 2007 – Present

Activities


Have managed a personal investment portfolio since 2007, generating an 11%
annual return

Brown Dawg

100 Saluki Way
Carbondale, IL 62901

References
Henry Rehn
Finance Professor
SIU College of Business
618-453-2710
hrehn@siuc.edu
(former professor)
Best time to contact: Evenings

Charles Brown
President
Acme Explosives
555-555-5555
bcrown@boom.com
(current employer)
Best time to contact: Afternoons or evenings
Anita Job
Supervisor
Main Street Department Store
555-555-5555
ajob@store email.com
(family friend)
Best time to contact: Mornings

siu@siu.edu
123-456-7891

Henry Rehn
1025 Lincoln Drive
Carbondale, IL 62901
OBJECTIVE:

Phone: (618) 453-2603
Email: siubpc@siu.edu
Obtain an internship with an accounting firm to gain and expand knowledge of taxation,
and be an asset in a challenging work environment.

EDUCATION:
Southern Illinois University-Carbondale
Bachelors of Science in Accounting/Management

Graduation: May 2014
Overall GPA: 3.8/4.0

CPA Eligible: May 2014

EXPERIENCE:
Stolen Moments Boutique
Carbondale, IL
July 2009 - Present
Owner (approximately 10 hours/week)
 Developed effective bookkeeping system using Excel to enhance the quality of financial recording,
expense-tracking, budgeting, and reporting
 Designed user-friendly E-commerce website to showcase retail products and replace existing sales
platform, annual sales increased by 160% in 2012
Apartment Investment Management Co.
Carbondale, IL
Dec. 2010 - Dec. 2011
Leasing Consultant (approximately 35 hours/week)
 Exceeded 3rd quarter sales goal by more than 10% working collectively with colleagues
 Drafted more than 80% of all resident correspondences of which became reference templates for our
branch used by other team members and managers
 Collected various types of revenues, posted payments to ledger accounts and reconciled daily cash flows
for financial books
 Performed audits of daily reconciliations and electronic payment systems in the event of an error or
imbalance
Mockingbird Society
Seattle, WA
Oct. 2006 — Jan. 2008
Senior Representative (approximately 20 hours/week)
 Co-authored Mockingbird Society’s Employment Manual for the Senior Representative position
 Co-Instructed “Life Advocacy 101”: a youth training program teaching self-advocating techniques in
different areas of life such as: education, employment and personal relationships
 Composed a variety of original literature and short articles for publication in the Mockingbird Times©
ORGANIZATIONS:
Beta Alpha Psi:
Sigma Alpha Lambda:
Delta Eta Tau Sorority, Inc.:
Golden Key International Honour Society:
Illinois CPA Society:
National Association of Black Accountants:
University Honors Program:

Student Member
Student Member
National President & Founder
Student Member
Student Member
Dir. of Media Communications
1st Accounting Student in the program

Jan. 2013 - Present
Jan. 2013 - Present
Dec. 2012 - Present
Nov. 2012 - Present
Aug. 2012 - Present
Jan. 2012 - Present
Jan. 2012 - Present

HONORS & AWARDS:
Illinois CPA Society:
Mary T. Washington Intern Program:

K&J Hull Accounting Scholarship
Scholarship Recipient

Aug. 2012 - Present
Jan. 2013

Henry Rehn
1025 Lincoln Drive
Carbondale, IL 62901

Phone: (618) 453-2603
Email: siubpc@siu.edu

References
Joe Smith
Accounting Professor
SIU College of Business
618-453-2289
joe.smith@business.siu.edu
(current professor)
Best time to contact: Evenings

Walter White
President
Apartment Investment Management Co.
555-555-5555
heisenberg@aimc.com
(former employer)
Best time to contact: Afternoons or evenings

Emily Johnson
Supervisor
Beta Alpha Psi
123-456-7890
emilyj@bap.com
(student organization supervisor)
Best time to contact: Mornings

Saluki Student
123 S. Illinois Avenue
Carbondale, Illinois 62901
salukistudent@siu.edu
Career Objective:
Find placement in a developing company where my financial/marketing experience and efficient work practices
can contribute to the company’s success.
Education:
Southern Illinois University of Carbondale
Bachelor of Science in Finance
GPA: 3.2/4.0

May 2013

Professional Experience:
SIU Rugby Football Club (Carbondale, IL)
August 2009-Present
Team Development Officer
 Organized and promoted fundraising events
 Collectively helped raise over $10,000 for rugby team during college-career
 Independently organized team fundraiser and raised $4,500 in a single event
 Planned and organized team trip to Las Vegas for invitational rugby tournament
 Attend RSO and school events to recruit new members
 Co-manage establishment of food allowance and lodging for 20 to 40 players during away games
 Served as Treasurer (2010-2012) and Field Chair (2009-2010)
 Update alumni on key developments and events of current team
 Acquaint new club members with scheduling and personal duties
 Present potential projects to officers for approval regarding current club activities
 Design proposals for future alumni fundraising efforts
Westrade LLC. (Chicago, IL)
(Summer break) 2003-2010
Options Clerk
(Winter break) 2007-2009
 Inspected overnight options trading to locate volatile trading levels and prices
 Ensured accuracy of three traders With 60 or more trading contract cards on a daily basis
 Consistently practiced awareness of market volatility and ensured that all traders have correct and
accurate trading and position sheets
 Reviewed end of the day final trades and compared them to settlement prices to find realized P/L Report
Mass Media Inc. (Chicago, IL)
April 2002-January 2006
Assistant Public Relations
 Strategic planning with regard to advertising placement
 Actively participated in event promotions in public settings with major brands (E.g.: Toyota, Adidas and
Sony)
 Collaborated with coworkers to achieve optimal advertisement awareness in targeted markets
 Built community relationships that were beneficial to clients
Activities:
 Chicago Griffins Men’s Rugby Football Club
 Southern Illinois University Track & Field

March 2009-September 2010
February 2008- July 2009

Saluki Student
123 S. Illinois Avenue
Carbondale, Illinois 62901
salukistudent@siu.edu

References
Vince Lombardi
Rugby Coach
SIU Recreation Center
618-453-0000
rugbycoach@siu.edu
(current coach)
Best time to contact: Evenings

Leslie Knope
President
Mass Media Inc.
555-555-5555
president@media.com
(former employer)
Best time to contact: Afternoons or evenings

Tommy Haverford
Finance Professor
SIU College of Business
555-555-5555
tommy@siu.edu
(current professor)
Best time to contact: Mornings

