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EDUCATION

Middlebury College








Middlebury, VT
· Bachelor of Arts candidate, International Politics and Economics, May 2012
· GPA:  3.25; Dean’s list 3 semesters
· Relevant Coursework:  International Economic Policy, Economic Development in Latin America, Political Geography
· Senior Thesis:  “Fostering Dependency:  Development Funding to Incan Communities in Peru.”

· Language Skills:  Highly proficient in oral/written Spanish; proficient in French*
· Computer Skills:  Excel, PageMaker, ACCESS; basic knowledge of GIS*
Universidad de Chile (Spring 2011)




  

Santiago, Chile
(  Cultural immersion program with coursework in international development, Latin American politics, and 
Spanish language 
EXPERIENCE

Council on International Education Exchange



   

New York, NY
Assistant Site Manager (Summer 2011)
· Advised participants from 32 countries about jobs, housing, transportation, and other aspects of living, working, and traveling in the U.S. 

· Supervised 8 seasonal staff during summer season to ensure smooth operations
· Identified administrative tasks and delegated responsibilities to 6 summer interns
Middlebury Alianza Latin American Group (ALC)


             

Middlebury, VT
President (2008–2010)
(  Coordinated visits of Latin American speakers to enhance cultural diversity at Middlebury
(  Administered $12,000 budget for Alianza-sponsored events
·  Increased membership from 20 to 45 in two-year period by effectively marketing ALA activities
Political Agencies Collaborating Together (PACT)




New York, NY
Intern (Summer 2010)
(  Researched and reviewed grants to fund grassroots agricultural and health programs in                 
    22 developing nations
(  Organized and prepared pre-session materials for Program Directors and Associates
(  Processed mail, answered phones, and performed computer tasks
Middlebury College Writing Center






Middlebury, VT

Tutor (Fall 2009–Spring 2010)
(  Advised students on use of Spanish grammar and on structuring papers
(  Served as Teacher’s Aid for introductory class in Spanish/English translation
ADDITIONAL

Activities:   Student Investment Club, Student Government Association, and Orientation Volunteer, 
Ultimate Frisbee Club Team   [List other interests, skills, athletics, etc. as appropriate]
                                                                                                                                 

*  NOTE:  Include language, computer, and other special skills in the ‘Education’ section only if they merit

    emphasis. Otherwise, include them in the ‘Additional’ or ‘Skills’ section at bottom of the resume.     (more on back)
Resume Guidelines
There is no one right way to write a resume. There are, however, resumes that are more or less effective than others in conveying a positive, meaningful message to a given audience. The following are guidelines, not hard and fast rules. 
Be sure to have your resume reviewed by a career counselor before you send it out.
HEADER

· Center your full name at the top of the resume. Employers should see this piece of information first.

· Include your complete mailing address with zip code, phone number, and e-mail address. (If you are using one address, center it under your name.  For two addresses, place the current, i.e. college or summer, residence on the left-hand side and the permanent residence on the right-hand side.)

EDUCATION SECTION

· List schools attended (including study abroad) in reverse chronological order. Include institution name, city, state, degree, certificate or course of study, date of completion, and major/concentration.

· Include high school only if you are a first-year or sophomore or if it’s highly relevant to your job search.

· State grade point average if it’s 3.0 or higher; either cumulative GPA or major GPA is acceptable.

· Consider including a brief listing of relevant courses outside your major, including independent coursework, or a listing of special skills (language, computer, etc.) if you think this information merits special emphasis.

EXPERIENCE SECTION
(can also be broken into two sections: Related Experience and Additional Experience)
· List experience in reverse chronological order (most recent first).

· Include employer name (or organization in which you volunteered, interned, etc.), position title, city, state, dates involved, and accomplishments (in other words: not just duties, but results).

· Use action verbs, key nouns, and adjectives to quantify and qualify your accomplishments, not just responsibilities (i.e., “Created database which could produce lists of target donors”; “Supervised 15 campers, 8 to 12 years old.”).

· Where possible, indicate how you progressed in a position or organization (i.e., “Started lawn care business. Grew from 2 employees to 13 in three years. Grossed $12,000 last year”).

ADDITIONAL SECTION
(can also be called Skills or Additional Information)
· A multi-purpose section for information of interest that does not merit special emphasis elsewhere in the resume.

· List extracurricular activities here if not already mentioned in education or experience sections.
	GENERAL TIPS: DOs

· Check (and double- and triple-check) for misspellings and typos.

· Keep your resume to one page.

· Be consistent with format, writing style, font, bulleting, margins, verb tense use, using a period with bullet points, using bold/caps/underlining for text emphasis, etc.
	GENERAL TIPS: DON’Ts

· DO NOT EVER LIE!!

· Don’t use a font point size less than 11.

· Don’t state a job objective or put “references available” anywhere on the resume.

· Don’t leave e-mail addresses hyperlinked or use ampersands (&), especially if sending electronically.


	RESUME PRODUCTION
· Keep your margins even and between .75” and 1” by using the tables function or by setting left or right tabs.

· Print on clear clean white paper or higher quality paper; avoid irregular paper sizes and colors. 

· Resumes and cover letters should appear on the same type of paper coordinated with matching envelopes.

· Send resumes and cover letters together; if submitting by e-mail include both in same message. 

SCANNABLE AND ELECTRONIC RESUME GUIDELINES
· Include key nouns and industry jargon—found in the position description, on a company's Web site and in trade publications—that would appear in a keyword search.

· If submitting via e-mail, do not format with tables—use tabs only. Save document in the lowest possible version of MS Word, and send as an attachment to your e-mail.

· If a hard-copy address is provided, send a laser printer quality original of your resume and cover letter too.

· For scannable resumes, always use white or light 8.5x11” paper, printed on one side only.

· If your resume is likely to be scanned, then avoid the use of horizontal lines, underlining and italics, and don’t compress the space between the lines of type.
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