Ace Purple
400 S. Rotherwood Ave. ( Evansville, IN 47714 ( (812) 111-2222 ( ap01@evansville.edu

OBJECTIVE
Internship opportunity emphasizing Marketing and Management


SUMMARY
Outstanding leadership and team building abilities  

Thorough understanding of business fundamentals  

Marketing and sales skills with client and customer focus

Detailed oriented, hard-working, dependable worker excelling in time management

Computer Skills
Publisher
Word
Excel 
Access

Adobe After Effects
Adobe Photoshop 
PowerPoint
InDesign


EDUCATION
B.S. Business Administration


Double Major, Management and Marketing
Expected May 2022

UNIVERSITY OF EVANSVILLE   Evansville, IN 
Dean’s List, 2 terms
GPA 3.4

Related Courses
Multimedia Strategies

Finance

Web Design

Managerial Accounting

Statistics

Media Writing

Management Information Systems
Business Law
Computer in Business
Study Abroad
HARLAXTON COLLEGE   Grantham, England
Expected Fall 2021


INTERNSHIP
THE ARTS COMMISSION   Evansville, IN
Summer 2018

Student Intern


•
Designed promotional flyers, bookmarks, and postcards

•
Built and organized databases for ARTventures and the Children’s Theatre


•
Instructed children ages 3-15 to learn the fundamentals of art


•
Assembled artwork layouts in the Special Art Gallery
RELATED
REALTY PLUS   Fort Wayne, IN
Summer 2018-Present
EXPERIENCE
Marketing Assistant/Web Designer


•
Developed website featuring new listings and realtor information

•
Created house flyers for open houses and customer viewing

•
Organized client files and performed general office duties



•
Programmed virtual tours to clients for easy at home use


•
Recorded and balanced financial statements for agent expenditures 

WORK
UNIVERSITY OF EVANSVILLE   Evansville, IN

Fall 2019-Present

EXPERIENCE
Registrar’s Office Assistant

•
Communicated with students to resolve academic course concerns

•
Searched, printed and sent transcripts to graduate schools and prospective employers


•
Cataloged graduate and student files


INDIANA UNIVERSITY ART MUSEUM   Bloomington, IN
Fall 2018

Accounting Department Assistant


•
Arranged employee salary files maintaining confidentially

•
Developed spreadsheets for museum account documenting financials for gallery events 

HONORS/
UE Honor Council
Marketing Club 
ACTIVITIES
UE Leadership Academy 
International Club 


21ST Century Scholar’s Award
UE Athletic Mascot

�Include name and contact information.  If you have a completed webpage or LinkedIn page with samples of your work, list it here as well.


If you do not have enough data to complete a page, make your address and phone/email into 2 separate lines


�Be brief and specific using 5 – 12 words to describe what you are seeking.  State type of position seeking, such as internship or full-time work and area of interest. Tailor to each job application.  No personal pronouns.


�What skills and qualities do you have?  Take a look at the each job description and see what qualities the employer is looking for and list those that apply to you.


Are you bilingual?  List your languages (other than English)


�Optional category for some majors.  If you have computer abilities useful for this position, please list them.


�List your GPA if it is 3.0 or higher. Also, note you were on the Dean’s list either with your education or in the HONORS section


�What have you learned?  What degrees or certifications have you earned?  Have you or do you plan to study abroad?  What about major projects you’ve completed?


�If you have already studied abroad, consider adding a bullet describing what you learned from this experience.  See The Next Step Career Guide, page 24


� HYPERLINK "https://www.evansville.edu/careercenter/downloads/Career-Guide-2019-20.pdf" �https://www.evansville.edu/careercenter/downloads/Career-Guide-2019-20.pdf�


�Formula for writing an effective bullet: 


Past tense ACTION verb + TASK (or project) + RESULT


See The Next Step Career Guide, page 27


� HYPERLINK "https://www.evansville.edu/careercenter/downloads/Career-Guide-2019-20.pdf" �https://www.evansville.edu/careercenter/downloads/Career-Guide-2019-20.pdf�


�Formatting:  Be consistent throughout resume.  Use limited punctuation.  Use 3 spaces to separate name of business or school with location.  Tab over to place date range.





Please reach out to our office with formatting questions.  We are happy to help you as we know formatting can be a frustrating process!


�Try to list title of position with each job/internship. Use best descriptor of position if you did not formally have a title.


�What have you done?  Describe your internships, co-ops, work, leadership, and community service.  These categories can be divided up into several various ways.  Check out The Next Step Career Guide page 26 (� HYPERLINK "https://www.evansville.edu/careercenter/downloads/Career-Guide-2019-20.pdf" �https://www.evansville.edu/careercenter/downloads/Career-Guide-2019-20.pdf�)  


�Here is an area to state other activities you’ve been involved in or honors you have received.  If you have held any leadership positions, you may want to make Leadership its own category so it stands out.





