JOHN DOE	Comment by Juliet Her: HOW TO DELETE COMMENTS: click on comment you want to delete. Go to review tab, then go to comment section. Find delete. You can choose to delete all comments in document or delete to delete the one comment you’ve selected. Be sure to read comments before deleting.
joe.doe@gmail.com | 713.333.9999 | linkedin.com/in/josephdvorak | Kansas City, KS 33442	Comment by Juliet Her: Be sure to find a professional email to put onto the resume. *Note: Be sure it’s also an email you look at regularly.	Comment by Juliet Her: LinkedIn link is a great way to network for jobs. Over 90% of companies look through LinkedIn so it would be a great website to take advantage of.

OBJECTIVE
Recent graduate with experience developing and analyzing cost models, performing quality assurance reviews, and building process solutions to improve forecast accuracy and compliance for internal and external clients. Seeking opportunities to leverage internal audit, compliance, and risk management skills in a collaborative environment. Developed understanding of the following areas:	Comment by Juliet Her: Give a brief background, achievements, career goals, and aspirations. Make sure to be concise. *Note: There’s no pressure to start on this first. Advice is to make the rest of the resume and come back to the objective to have a better idea of what to write.
Business Processes – Financial Analysis & Reporting – Cost Management – Accounting

EDUCATION
Donnelly College – Kansas City, KS (May 2021)
Associates of Arts, Dean’s List [GPA: 4.00/4.00]	Comment by Juliet Her: Only include GPA if 3.0/4.0 or higher. Preferred if 3.0 is close to 4.0 GPA. *Note: If GPA is not included in the resume, it may pop up as a question in interview as to why it was excluded.

RELEVANT EXPERIENCE
Donnelly College – Kansas City, KS (May-Aug, 2018)
Leading global business consulting and internal audit firm specializing in risk, advisory, and transaction services	Comment by Juliet Her: If lesser known, give a small description of the company to give an idea of the work environment you have been in. *Note: No need to do this if the company is well known brand i.e. Disney, Amazon, etc.
Dragon Scholar / IS Entrepreneurship Team Member: Responsible for overseeing all aspects of the information systems portion of the project, process issues, compiling information, and analyzing data in order to present solutions to Donnelly student and staff. Built technical skills and helped clients review, document, evaluate, and test controls.
· Ensured client achieved full compliance by performing a series of required test	Comment by Juliet Her: Bullet point the most important information
· Helped optimize information system process by researching and documenting departmental processes for management’s review

HONORS & ACTIVITES 
Member – PHI THETA KAPPA (PTK) – The official international honor society for two-year colleges
V. President – STUDENT SENATE – Club that serves as a liaison between the Donnelly’s student body, faculty and staff	Comment by Juliet Her: Same with relevant experience, if lesser known, give a small description of the organization to give an idea of the environment you have been in. *Note: No need to do this if well known i.e. National Honor Society, etc.

TECHINICAL SKILLS
Microsoft Office (Word, Powerpoint, Advanced Excel) – SAP – Oracle

ADDITIONAL EXPERIENCE
Server & Bartender – NATIONAL GOLF CLUB – Kansas City, KS (May-Aug, 2020)
· Boosted revenue and increased tip value by successfully building strong connections with club members and upselling orders
· Successfully multitasked to serve more than one customer at a time and provide a pleasant dining experience
· Communicated order to the kitchen staff and ensured that all orders were accurate and delivered on time
