Your Name 
123 Western Way ( Weatherford, Oklahoma 73096 ( (580) 302-0000 ( email 

Education: 
Southwestern Oklahoma State University, Weatherford, Oklahoma

Bachelor of Business Administration, May 2009 

Major: Finance 

Minor: Marketing 
Experience:
Intern, August 2008 – May 2009 


Stage, Weatherford, Oklahoma 
· Utilized successful sales techniques, assisting customers with merchandise selections
· Developed strong interpersonal skills through interaction with customers 

· Prepared and created attractive merchandise displays 

· Maintained neat and orderly atmosphere 

· Opened and closed store

· Balanced cash registers at the end of the day


Student Secretary, June 2006 – July 2008 
Southwestern Oklahoma State University, Weatherford, Oklahoma 
· Answered and directed telephone calls
· Updated the online teacher vacancy list weekly 
· Maintained confidential and personal counseling files 
· Assisted students in conducting career and job searches 

· Created resume and teacher credential files for graduating seniors 

· Assembled and filed reports 
· Processed incoming and outgoing mail


Orientation Leader, October 2006 – October 2007  

Southwestern Oklahoma State University, Weatherford, Oklahoma

· Provided information about the university to incoming freshmen and families

· Advised and counseled students with academic and personal concerns

· Prepared skits and activities designed to familiarize students with the campus 

· Served as a mentor in an eight-week course; assist instructor in all aspects of class


Student Assistant, August 2005 – May 2006  
Al Harris Library, Southwestern Oklahoma State University
Weatherford, Oklahoma 
· Assisted students by making copies, sending faxes, and checking out books
· Performed various duties on computer using Microsoft Word 

Honors &

Activities:
Student Government Association, senator  

Kappa Pi Tau Service Sorority, member

Red Cross Certified


Relay for Life Sponsor 


Oklahoma Blood Institute, Volunteer  

Deans Honor Roll, 2003 – Present

Freshman Achievement Award, 2004 
Your Name 
123 Western Way ( Weatherford, Oklahoma 73096 ( (580) 302-0000 ( email 


References:
Name, Title   

Company 

City, State 

Phone Number 
List 3 or 4 references, all in the same format.  Be sure to ask each person if it is okay to use them as a reference on your resume.  
