RÉSUMÉ
GUIDE

FIND YOUR FUTURE
KNOW THYSELF EXPLORE COMMUNICATE CONNECT

Resume Guide: Purpose and Introduction
This guide is intended to help you construct and refine your resume. The sample resumes at the back of
the guide illustrate some of the different ways that information can be presented to an employer. They do
not represent all of the available styles and formats. For additional guidance, make an appointment with
either a Peer Advisor or a member of the professional staff at the Career Center.
What is a Resume?




The resume and the cover letter are considered to be the most significant correspondence during
the job search because they provide the prospective employer with a first impression of you.
Resumes summarize your education, experiences, and qualifications as they relate to your
career goal(s). The best resumes are those that reflect the skill sets most prevalent in your career
field of interest.
Resumes are used to market yourself to a potential employer in hopes of securing an interview.
It then gives structure to an interview and is often circulated to others within the organization.
Format & Style






The career field for which you plan to use your resume will often determine the style; consult a
Career Center Advisor and/or someone in your chosen field to determine which style is best.
Most employers expect resumes to be in "Reverse chronological" in which one’s education, jobs,
and experiences are listed in chronological order, starting with the most recent and working
backwards.
There are different resume styles, including bullet or paragraph. A bullet-style resume highlights
specific experiences and achievements using bullet points. A paragraph-style resume details tasks
and accomplishments in sentence structure, with one sentence following after another.
Resumes written by college students or recent graduates should be limited to one page. There are
few exceptions to this rule. Meet with a professional advisor if you have concerns.
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Resume Content
A resume is typically comprised of different sections. Sections group similar experiences together and clearly
organize the content for the reader. The following sections may be included on your resume. Keep the employer’s
objective in mind and include only those sections that are applicable to you. Devote more space (and therefore
more emphasis) on those aspects of your experiences which most qualify you for the specific CREs or jobs you
will be applying for. It can be smart to submit different versions of your resume for different applications,
depending on the opportunity for which you are applying. Your resume is a constantly evolving document.
Name, Address, Telephone, and Email (required)
 Use your full name and set it apart from the body of the resume. In general, your name should be about 2 points
larger in font than the body of the document, and bolded.
 Include an address (only one) if it shows that you are in close proximity to the opportunity you are applying for.
 List your own telephone number. If you have an answering machine/voicemail, unusual greetings such as song
lyrics or inappropriate humor should be avoided.
 Include an appropriately named email account that you check daily.
Education (required)
 List name(s) of college(s) attended (including terms spent studying off campus), location (city, state/country),
degree/certificate received, and projected date of completion. You may also include your major(s) and minor(s)
 Consider including the name of your high school if you are an underclass student or if it is relevant to your
career or geographic pursuits.
 Include other educational training or activities which are pertinent to your objective (i.e., study abroad
programs, relevant courses at other institutions, senior theses, professional certifications and/or licenses).
Honors and awards may be included here or under a separate heading (see below).
 GPA is generally not required on a resume, but it is wise to include it if it enhances your qualifications for your
field. Generally, you should include it if it is above a 3.0. Many employers in finance, law, and consulting require
that one’s cumulative GPA be included. If you have questions about whether to include your GPA, see an advisor.
Related/Relevant Coursework (optional)
 For many students, their academic courses show a level of knowledge in a field they may not have much
experience in, and therefore should be included.
 If the section “Related Courses” or “Relevant Coursework” is included, the courses listed must be relevant to
the position/industry you are applying for.
Honors and Awards (optional)
 List academic honors (i.e., Dean’s List), prizes for leadership, or achievements which demonstrate academic
excellence or special abilities. Give a brief description of the award. Include relevant dates.
 Think strategically when deciding which awards to include. See an advisor or Peer Advisor if you are unsure.
Work/Relevant/Professional Experience (required)
 This section SHOULD include paid experiences as well as unpaid work/internships and campus
activities if they are related.
 Show how your on-campus activities/jobs, internships and/or work experiences relate to your career or job
choice and demonstrate to the employer that you have the skills necessary to do the work. Include relevant
experiences and skills gained from any of the following: full-time, summer, and part-time work, internships,
assistantships, field work, special research projects, volunteer work, and extracurricular activities.
 Demonstrate the skills you acquired by describing your responsibilities using action verbs (refer to the
attached list) such as research(ed), create(d), present(ed). Verb tense will depend upon whether or not you are
currently performing the tasks stated. Start sentences with the action verbs and avoid using pronouns.
 Keep the focus on you rather than the organization. Highlight your role as opposed to the organization itself.
 Highlight your accomplishments and/or the results of your work, including promotions if applicable. Quantify
and qualify your experience if possible (i.e., # of people supervised, amount of $ raised).
 Include the dates and places for each experience listed and list in reverse chronological order.
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Other Experience (optional)
 If you have work experiences that do not relate to what you are applying for, you may wish to list them in a
separate section. For example, if you have worked as a waitress, but you are looking to explore non-profit
internships, your work with HAVOC would go in “Related Experience” and your restaurant work may be lower
on the page under “Other Experience” – even if it is a more recent experience. Each individual section is in
reverse chronological order, not the entire page.
Activities (optional)
 This section can add depth to your resume by showing commitment and involvement outside of academic
coursework and employment and may help to establish common interests with employers.
 Include leadership positions and membership in clubs, organizations, and/or athletics.
 Illustrate how you progressed (i.e., member to president, writer to editor). You may choose to briefly elaborate
on your role(s) and/or provide descriptions for those activities which require further explanation (i.e., HAVOC
Site Coordinator or Trust Treat). Explain acronyms.
Skills (optional)
 Describe special, hard skills which are applicable to the job. These could include computer, technical, scientific
and/or artistic skills, special certifications, or foreign languages. Include your (truthful) level of proficiency.
 These should not include “soft skills,” such as writing or communication. Instead, those skills should be
highlighted throughout the page through your experiences.
Publications (optional)
 List published articles, books, or manuscripts; identify the publisher and/or publication and include actual or
expected date of publication. You may wish to include a link to your work if it is online.
Military experience (optional)
 Include dates of service, ranks, duties, and training.
Interests/Other (optional)
 Include any specific interests not otherwise noted on your resume that you want prospective employers to
know about you (i.e., reading Faulkner, skiing, and bird watching). These can be good conversation starters in
an interview.
 International students with legal permission to work in the U.S. and/or those with dual citizenship should
include a sentence to that effect.

TIPS FOR SUCCESS












Be honest; do not exaggerate, but shine when you should!
Include only those experiences about which you could comfortably talk with an employer.
Be consistent in your use of headings, verbs, grammar, hyphens, indentations, bullets, and format.
Avoid use of pronouns (I, my, their, his/her), abbreviations (other than two-letter state codes), and
uncommon acronyms.
Minimize use of articles (the, an, a) and prepositions (of, for, in, with).
Check for and eliminate misspelled words, typos, and grammatical errors! Be consistent with use of
periods at the end of bullet points (either do it for every point or don’t use them at all).
Update your resume each time you change responsibilities.
If an employer has requested “snail mail”, use bond paper and matching envelopes. Print on a good
quality laser printer or at the Print Shop. White or light-colored paper is preferred.
List the names, titles, addresses, and phone numbers of references on a separate sheet. Refer to the
“Guide to Submitting References” in the Career Center library.
When submitting your resume electronically, avoid using any special features - plain text is best.
Make sure to safe the file as a PDF before sending to a potential employer to avoid formatting
issues.
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SKILLS SORTED BY CATEGORY
RELATIONSHIP

COMMUNICATION

MANAGEMENT/LEADERSHIP

Advocate

Consult

Build a team

Collaborate
Counsel
Demonstrate social/cultural sensitivity
Facilitate groups
Greet
Guide
Provide care & support
Resolve conflict
Serve as liaison
Serve clients & customers
Train/instruct
Tutor

Interact
Interview
Listen
Market
Mediate
Negotiate
Persuade
Promote
Resolve
Sell
Speak to groups
Write

Coach
Coordinate
Envision
Implement
Lead
Make decisions
Manage projects
Organize/plan
Set goals
Supervise
Arrange
Oversee

ANALYTICAL

CREATIVE

PHYSICAL/TECHNICAL

Adjust
Allocate
Analyze
Assess
Budget
Categorize/classify
Compute
Estimate
Evaluate
Forecast
Manage data and records
Project
Research
Solve problems

Adapt
Author/compose
Brainstorm
Compose
Conceptualize
Create images
Demonstrate foresight
Design
Develop
Invent
Perform
Synthesize/integrate
Use intuition
Visualize

Body coordination
Build
Hand dexterity
Inspect
Install
Observe
Operate equipment
Repair
Restore
Sketch
Draw
Construct
Renovate

Basic Resume Explained

 Your name is the largest content
on the page. Include your email
address, street address, and phone
number in the header.
 In the education section, list
your graduation month and year.
Also include study abroad
experience and key seminars.
Include GPA if you wish, especially
if it is above a 3.0.







 List the position, employer,
location and date for each entry.
 Be consistent with the format of
section headers, employers, titles
and locations when using italics,
bold, caps, and abbreviations.
 Bullets are quantified and used
to highlight one’s task and impact.
Begin bullet points with strong
action verbs and use the
appropriate tense. Be concise.



 List the entries in reverse
chronological order, and by
importance within each section.
 Content should be broken down
into sections to make it easier to
read.
 Within each section, list at least
two experiences. Explain every
significant experience with at least
one bullet point.



 The ‘skills’ section should be
concise, and include qualifiers to (ie.
proficient)
 Delete any outdated content.
As you start to have more
college experiences and
activities, gradually replace your
high school activities.

Meet with a Peer Advisor or attend a Connect 101: Resume workshop to get started!

Hamilton College Career Center Resume Rubric
Category

Goal - 3

Acceptable - 2

Unacceptable - 1

Style and
Appearance

 Resume fills 1 page; not
overcrowded
 Font size/style legible
 No spelling/grammar errors
 Consistent use of bolding,
italics, etc.
 Order of information is
consistent across sections

 Resume exceeds one page/does
not fill majority of one page
 Font is difficult to read
 Multiple spelling/grammar errors
 Inconsistency in formatting
 Inappropriate margins
 Incorrect sequencing of sections
 Inconsistent order of information
within sections
 Multiple repeated error appears
throughout resume

Contact
Information

 One name, address, email and
phone number
 Name stands out
 Professional email address
 Does not include home phone
(unless living there)
 Reverse chronological order
(Hamilton first)
 Each institution listed includes
name, location & date of
graduation or semester of
attendance
 Degree is spelled out (Bachelor
of Arts)
 Major (if declared) is indicated
 If listed, GPA in proper format
 Honors & scholarships with
dates and clarifying
information, if relevant
 Relevance of study abroad,
research, & honors is clear
 Reverse chronological order
 Correct tense is used
 Entries list organization name,
location, position title & dates
 For major entries, includes at
least one bullet description of
major duties and skills
performed or acquired
 Bullets/descriptions begin
with a strong action verb
 Bullets are concise, direct, and
indicate writer’s impact
 No personal pronouns or
extraneous words
 Bullets listed in order of
potential importance
 Results quantified if possible

 Appears crowded, or
does not quite fill page
 Font size/style legible
 Less than 2 formatting
errors (to be corrected
prior to submission)
 No or minimal use of
formatting
 Order of information is
mostly consistent
 Single repeated error
appears throughout
resume
 Multiple addresses,
emails and/or phone
numbers
 Name does not stand out
 Email address is casual
 Reverse chronological
order (Hamilton first)
 Each institution listed
includes name, location &
date of graduation or
semester of attendance
 Degree abbreviated (BA)
 Major (if declared) is
indicated
 If listed, GPA in proper
format
 Relevant
honors/scholarships
listed but relevance not
described
 Two or fewer errors in
reverse chronological
 Correct tense is used
 Entries list organization
name, location, position
title & dates
 For major entries,
includes at least one
bullet description of
major duties and skills
 Bullets/descriptions
begin with a strong action
verb
 Bullets could be more
concise
 Personal pronouns are
omitted
 Resulted are quantified
 Section headings
somewhat reflect content
 Content of section is
acceptable/content could
be expanded to warrant
the section

 Reverse chronological is not used
 Entry is missing details (location,
graduation years, etc.)
 Incorrect or no degree listed
 Missing declared major(s)
 GPA incorrectly formatted,
rounded up (if listed)
 Relevant honors/scholarships exist
but go unlisted

Education
Section

Experience
Section

Use of Sections

 Section headings reflect
content
 Content within a section
warrants the existence of the
section

 Name, address, email or phone
number is left off
 Email address is inappropriate or
too casual

 No reverse chronological order
 Incorrect tense is used with
respect to dates given
 Entries missing organization’s
name, location, titles, or dates
 No description of duties performed
 Weak action verbs
 Descriptions are wordy or vague
 Irrelevant or outdated information
is listed
 Describes organization rather than
role
 Uses personal pronouns (I)
 Results not quantified when
appropriate

 Section titles do not reflect content
 No use of sections / One section
lists all entries
 Too many sections – not enough
content to warrant a section

Skills, Interests,
Languages
(optional)
Targeting
Further specific
organization
expected as
student
advances in
career search
process

 Listings are concise
 Level of proficiency is
indicated
 Interests are specific
 Experiences most relevant to
the desired position, even if
unpaid/coursework, are
grouped together and appear
on upper half of document
(may require the addition of a
“Coursework” section or a
“Related Experience” section)
 Language is relevant to and
shows knowledge of
audience/industry

 Listings are concise
 Level of proficiency is
indicated

 No proficiency indicated
 Interests are vague



 Experiences related to desired
position are not highlighted or
grouped together. Related
experiences may be buried in
“Activities” section or not
mentioned (e.g. related courses or
unpaid experiences)
 Most relevant information does not
appear on the upper half of
document



Resume could be more
focused
Relevant experiences
are organized together,
but appear on the
bottom half of the page

How to utilize the resume rubric





Although it is not a requirement, we recommend getting your resume approved once each year prior to
submission through Handshake. The Career Center reserves the right to withhold from employers any resume
that does not meet approval standards.
Feel free to self-review your resume before bringing it in to see a Peer Advisor or to ask a Peer Advisor to
review your resume with you for approval.
A resume is approvable when all aspects are at least at acceptable level, but we encourage you to aim for
the goal level. In many cases, getting a resume ready for approval will take more than one appointment.
Please plan ahead to allow yourself time to make the necessary changes for approval and/or the
recommended changes for a professional/competitive resume.

*Remember, a resume is a living document!*
**Update it and have it critiqued at least once a year!**

Targeted Resume Explained
Targeted resumes are different from general resumes in that they should effectively highlight your most relevant
and impressive experiences in relation to the employer’s needs. Targeting your resume before submitting it to an
employer not only builds your credibility, it also helps demonstrate the strength of your candidacy to the
employer. The better you are able to target your resume, the higher your chances will be of securing an interview.
An Example Targeted Resume
Target Field: Publishing
 Majors are ordered
according to their relevance
to target field
 Include only relevant
bullet points in academic
entries
 The most topically
relevant experience is
isolated and sequenced
first. The section title should
reflect its content.
 Descriptions emphasize
skills and language that are
relevant to the field (ie.
Made edits, proofread
books).
 Employer name is in
bold, as it is the most
important info in the
header.



 Use targeted action verbs
that communicate a skill
that is core to the field.
 Highlight transferrable
skills.





 If two experiences are
concurrent, list the one that
is more relevant to the
target field first.
 List topically unrelated
experiences to demonstrate
positive traits, space
permitted.
 List pertinent skills not
mentioned in the above
bullets.

Make an appointment with a Peer Advisor or Career Advisor to help you appropriately target your resume!

Additional Tips for Targeting Your Resume


Your experiences do not need to be divided between paid and unpaid. Instead, find the similarities that
exist between your experiences and group similar material together in a way that will showcase your
strengths. Consider creating sections that are topically-specific and relevant to the position (ie. Publishing
Experience, Mentoring Experience, Experience with Youth, etc). Sections containing the most relevant
content should be placed higher up on the page.



The sections of your resume should be ordered from top to bottom in relation to their importance to
the employer. Think of the top one third of the page as the ‘prime real-estate’ of your resume. Putting the
most relevant experience in this portion of the page will grab the employer’s attention and strengthen your
candidacy for the position to which you are applying.



You can use bold, italics or strategic sequencing to emphasize the position title, or the name of the
employer or organization depending which the employer may consider to be more important. Just
remember to be consistent about how information is presented within each section, and throughout your
resume.



Try to use language that your target employers will recognize into your experience descriptions.
Including industry jargon, the language of a job description, or organizational mission statement will
demonstrate your understanding of the employer’s needs and your knowledge of the nuances of the
industry.
Two things to be careful of:
1) Be sure that you understand a term if you choose to use it in your resume
2) Never regurgitate the language of a job description or organizational mission statement
word-for-word. Paraphrase in your own words and let your own voice shine through.



Make sure that your position title accurately reflects the department or duties of your experience
(ie. Marketing Intern, Production Department Intern). Language should be more descriptive than listing
your title as just ‘intern’. You can ask your supervisor for an acceptable title if you are unsure.



Including a ‘Relevant Coursework’ section is a great way to show employers relevant content or skills
that you have learned in the classroom. If you have taken both advanced and introductory level courses in
the same discipline, include only higher-level course titles to avoid being repetitive. Including relevant
coursework is especially important for students interested in the sciences but can be used by students of all
disciplines.



Because it is important to keep your resume streamlined and succinct, this means that you will have to be
selective in choosing which experiences you will include. Keep the most relevant and recent material,
and then add other non-related or past experience only if there is space for them. A resume is not a
laundry list of everything you have ever done.



If you have more than one career interest, you may want to create separate targeted resumes that each serve
a distinct purpose – that is why they are called targeted resumes after all!

Jennifer Chen
jchen@hamilton.edu
617-555-7555

765 Fleet Street
Waltham, MA 02148

Education:
Hamilton College, Bachelor of Arts, Clinton, NY; May 2021
Intended Major: Geology
Match High School, Boston, MA; June 2017
GPA: 3.9

Relevant Experience:
Phonathon Caller, Hamilton College Annual Fund, Clinton, NY; Fall 2017-Present
 Contact alumni and parents by phone for the Annual Fund fundraising
 Update alumni about Hamilton events and talk with them about students’ personal experiences
English Tutor, Project SHINE, Utica, NY; Spring 2018
 Taught English to refugee children for two hours weekly at the Underground Café Teen Center
 Prepared lesson plan each week for advanced language-level class of ten teenagers
Group Co-leader, Habitat for Humanity, Massachusetts; Summer 2017
 Built homes for those in need of shelter as part of a twelve person team
 Directed team members, assigned projects, and organized logistics for building days
 Learned about energy efficient and sustainable building practices
Peer Educator, Match Sustainability Club, Boston, MA; Fall 2016-Spring 2017
 Organized composting campaign that resulted in 30% less waste from school cafeteria
 Presented about recycling to elementary school students in four local schools
 Raised $550 towards building a school garden as part of school-wide Social Action Week
Science and Math Tutor, Homework Assistance Program, Boston, MA; Fall 2014-Spring 2017
 Helped middle school students complete assignments in earth science and physical science
 Designed and implemented math learning tools to improve students’ comprehension

Additional Experience:
Volunteer, Johnson Park Center, Utica, NY; Spring 2018
 Assisted adolescents with art projects at faith-based community development non-profit
Mentor, Youth Group, Cambridge, MA; 2014 – 2017
 Participated in Bible studies, fellowship, leadership, and community service activities
 Met with new members to welcome and orient them to the group
Hostess, Sushi Yasu Japanese Restaurant, Waltham, MA; 2015-2017
 Welcomed customers, escorted them to their seats and assigned tables to wait staff
 Scheduled reservations and placed take-out orders via phone

Language Skills:
Mandarin (Conversational)

Interests:
Sustainable Agriculture, Drawing, Print Making, Mineralogy, Rock Climbing

Edward Rosenfeld
erosen@gmail.com

745 Grendale Street  Donner, NJ 07812
Education
Hamilton College, Clinton, NY Bachelor of Arts, May 2019
Art History Major  Cumulative GPA: 3.7

Event Planning Experience
Hamilton College Residential Life, Clinton, NY
Fall 2016- Present
Resident Advisor. Individually conceive, prepare, and execute planned and spontaneous dorm programs for
25 students in dormitory; communicate and collaborate with fellow Resident Advisors and campus
organizations, offices, and resources to organize and promote exciting and effective programming. Design
bulletin boards to educate residents and promote activities. Responsible for residents’ safety, comfort, and
general well being. Trained in crisis management and conflict resolution.
Class of 2018 Senior Gift Campaign, Clinton, NY
Fall 2018- Present
Fundraiser and Event Organizer. Encourage senior class to leave an important contribution to Hamilton,
through the Class of 2017 “Memorial Community Service Scholarship”. Conceived a “Senior Spring SemiFormal” banquet to support the fund. Managing logistics, preparing program planning menu, and designing
invitations and decor for up to 400 students and administrators.
Hamilton Alumni Leadership Training, Clinton, NY
Fall 2018- Present
Event Planning Committee. Member of senior class leadership group, dedicated to informing seniors on
how to become active and effective alumni. Assist co-chairs in programming monthly lunches; decide guest
speakers’ topics, organize schedule, secure venues, conceive catering menu, select table arrangements, décor,
and settings, handle RSVPs, and design invitations.
Jewish National Fund- JNFuture, New York, NY
Winter 2016 - Summer 2017
Event Volunteer. Assisted non-profit organization dedicated to Israel and the environment. Greeted,
directed, and provided programs for guests at the June 2011 “Shabbat in the Park” gala in Central Park, New
York. Recruitment and promotion representative at December 2012“Matzah Ball” in New York.
Creative Experience
Wellin Museum, Hamilton College, Clinton, NY
Spring 2017-Present
Curatorial and Research Assistant to the Associate Director. Measured and catalogued pieces for
permanent “History of Kirkland College” display. Co-curator of William Earl Williams photography exhibit
“Uncovering the Path to Freedom: Photographs of the Underground Railroad”. Designed website for
exhibition. Conducted independent research for January 2012 exhibit “The Art of Transformation: African
Masks”; wrote wall labels, installed exhibition, and presented two independent gallery lectures.
Vanessa DeLeon Associates, Ridgewood, NJ
Summer 2016 & 2017
Interior Design Intern. Maintained fast-paced internal communications, interacted with clients and
vendors, managed large volume company e-mails, wrote press releases for magazines and newspapers at highend, trend-setting residential/commercial interior design firm. Envisioned and assembled presentation boards.
Installed and prepared high-end model town-home. Conceptualized and made executive design choices for 2
classroom makeovers from concept to completion; drew elevations, drafted floor plans, created design boards.
The New York International Fringe Festival, New York, NY
Assistant Graphic Designer. Designed logos and party fliers for the play Trees Like Nails.
Work Experience:
Hamilton College Art Department, Digital Photography Lab Monitor
Anthropolgie, Woodcliff Lake, NJ. Sales Associate

Summer 2015

Spring 2016-Fall 2017
Fall 2012-Summer 2014

Computer& Language Skills
Microsoft Applications; MAC OSX. Experience with Adobe Photoshop; elementary French.

Christine Hernandez
chernandez@hamilton.edu  609-666-9999  185 Nassau St. Princeton, NJ 08540

EDUCATION
Hamilton College, Bachelor of Arts, Clinton, NY
Major: Mathematics; Minors: Education Studies, Hispanic Studies; GPA: 3.2
Universidad de Buenos Aires, Buenos Aires, Argentina

May 2019
July-December 2017

Relevant Coursework:
Issues in Education  Child Development  Education Curriculum and Decision Making  Evolutionary
Psychology  Spanish Creative Reading and Writing  Microeconomics  Linear Algebra  Modern Algebra

TEACHING EXPERIENCE
Breakthrough Collaborative, Math and Chemistry Teacher, Philadelphia, PA
Summer 2018
• Prepared and taught daily lessons using “Say, See, Do” teaching style, focusing on comprehension and retention
• Managed behavior and tracked progress of fifteen middle school students in classroom setting
• Observed experienced teachers and was observed by fellow teachers and directors
• Advised students in non-academic and academic contexts individually and through group activities
Let’s Get Ready SAT Prep, Math Tutor, Utica, NY
• Taught group of five high school students test-taking strategies as well as mathematics concepts
• Developed and taught weekly SAT Math lessons, based on the structured LGR curriculum
• Mentored students regarding college choice and application process
• Maintained records for group of students, including reporting progress on practice tests for LGR office

Spring 2018

A Better Chance (ABC) Program, Tutor, Clinton, NY
Fall 2016- Spring 2018
• Worked with eight high school boys from the New York City area that are placed in the Clinton school system
• Mentored the boys in academic, socio-emotional, and college prep topics
• Participated in monthly meetings to discuss rules, students’ progress, and challenges from the past month
Levitt Center, Scholar, Clinton, NY
• Selected to present on topic of race and affirmative action to local high schools
• Delivered presentations and led discussions to three 10th grade classes
University of New Hampshire Upward Bound, Tutor/Advisor, Durham, NH
• Supervised high school students in dormitories and created structured activities and study sessions
• Assisted SAT Preparation and Mathematics teachers in developing and delivering lessons
• Mentored students on academic and social/emotional concerns that impacted their performance
• Prepared students from low-income families to apply to college

Spring 2018

Summer 2017

LEADERSHIP AND ACTIVITIES
HAVOC, Events Coordinator, Clinton, NY
Spring 2017-Present
• Serve on executive board for Hamilton Association for Volunteering, Outreach, and Charity
• Design, organize, and implement community volunteer initiatives available to the entire campus
• Promote social justice awareness through social media and poster campaigns
• Coordinate large-scale fundraising events to benefit local community organizations
Hamilton College Orientation, Orientation Leader, Clinton, NY
• Helped to acclimate first-year students to college life through engaging them in activities and discussions
• Led group of first-year students through five full days of orientation meetings and activities
Summer Youth Employment Program, Camp advisor, Trenton, NJ
• Oversaw the wellbeing, safety and transportation of students and acted as a liaison to their families
• Created fun and educational activities for a group of fifteen 8-year-old children
Language Skills: Fluent in reading, writing and speaking Spanish

Fall 2017

Summer 2016

Phillip Miller
pmill2@hamilton.edu
(207) 223-4223
13 Everett Street, Portland, ME 04101

Education

Hamilton College, Clinton, NY
Bachelor of Arts, May 2019
Double concentrations in Computer Science and Biology
GPA: 3.0

Relevant
Courses

 Genetics and Development
 Neurochemistry
 Principles of Neuroscience
 Cell Biology
 Organic Chemistry
 Vertebrate Organization

 Introduction to Programming I & II (Java)
 Programming Languages
 Data Structures (C++)
 Algorithms
 Computer Architecture
 Electronics and Computers

Biology Senior Thesis: Used molecular techniques such as PCR, Gel Electrophoresis, and Bacterial
Transformation to clone a previously unidentified enzyme. Performed computer-based sequence analysis.
Computer Science Senior Seminar: Developed comprehensive web-based software package for Clinton
Central Schools using ASP, COM, & XML/XSL technologies with SQL server & Microsoft Visual Studio.
Computer
Experience

Defense Logistics Agency, Portland, ME
Office Automation Clerk (Summer 2018)
• Managed Microsoft Access database, tracking information on over 1000 vendors and contractors
• Assisted in transition to paperless contracts
Hamilton College, Clinton, NY
Computer Science Teacher’s Assistant and Grader (Spring 2017 – present)
• Assist students in completing programming assignments primarily in Java and C/C++
• Grade assignments submitted by students on a twice-a-week basis
Information Technology Service Assistant (Fall 2015– present)
• Maintain computer labs and troubleshoot computer problems all across campus
• Assist students with all aspects of computer use and networking
Clinton Central Schools, Clinton, NY
Instructor (Fall 2016 – Spring 2017)
• Taught students fundamentals of computer programming in Visual Basic
• Designed programs for demonstration of covered topics

Other
Experience

Peter’s Polar Parlor, Portland, ME
Shift Supervisor (Summer 2015 – Summer 2017)
• Supervised and assisted seven employees during peak business hours
• Trained new employees for customer service positions

Computer

Bioinformatic Software: NCBI toolkit; MacVector; Vector NTI; Sequencher; ClustalW, BLAST, FASTA
Other Software: MS Word, Excel, PowerPoint, Visual Studio, SQL Server , FrontPage, Adobe PhotoShop
Technologies: COM, ASP, CGI, and XML/XSL
Programming Languages: Java, Javascript, C/C++, Visual Basic, Vbscript, SML, Prolog, Lisp, Ada
Extensive knowledge of MacOS, Windows and Linux operating systems
Familiarity with Networks and Server operations

Activities

Hamilton College Men’s Varsity Indoor/Outdoor Track & Field Team, Member (Winter 2017 – present)
Hamilton College Men’s Varsity Football Team, Member (Fall 2016 – 2017)

Interests

Cyber-security, chess, World Cup Soccer, travel (Caribbean islands, England, Ireland)

STEPHANIE WANG
swang@hamilton.edu • (315) 527-2743
Box 133 • Hamilton College •198 College Hill Road • Clinton, NY 13323
EDUCATION

Hamilton College
Clinton, NY
Bachelor of Arts (May 2019)
Major: Economics
Minor: Mathematics & Japanese
GPA: 3.7
Dean’s List: All Semesters
SAT: Verbal 690 Math 710
Candidate for CFA Level 1
Senior Honors Thesis: Role of Monetarist Policy in Chilean Economic Crisis: 1981-1985
Yale University
Summer School (May-June 2016)
Econometrics
Vector Calculus

Martinsville, NJ

RELATED
COURSES

Accounting
Economics Statistics

Financial Economics
Micro & Macroeconomic Theory

FINANCE
EXPERIENCE

Hillview Capital Advisors
New York, NY
Intern, Financial Planning Analyst (May–August 2018)
 Conducted a Master Limited Partnership (MLP) asset allocation analysis of Hillview’s portfolio
 Analyzed future tax liability for clients using scenario analysis of selling MLP at different levels across
various time frames; results adopted by the Portfolio Manager to determine appropriate asset allocation
 Researched and compared life insurance products; presented 10-page analysis to management team
 Prepared various performance reports, investment values, asset class returns using CRM or PCR
 Created pitch books and wealth management plans for various client meetings
UBS AG
New York, NY
Intern, Firmwide Risk Control (September –December 2017)
 Compared and summarized country risk methodologies of rating agencies, governments and insurance
companies; the analysis was adopted by a Managing Director in the adjustment of UBS’s risk methodology
 Performed in-depth VaR analysis and comparison of financial service peers using 10K and 10Q data
 Researched the potential influences of Basel III; compiled, compared and presented Tier 1 capital, Tier 2
capital implications for peers based on 10K disclosures
Citi Group
Shenzhen, China
Intern, Wealth Management Division (June –August 2017)
 Introduced Citi Bank and different types of bonds and funds to potential clients through cold calls
 Prepared numerous presentations for client meetings; assisted a Personal Banker in managing client
portfolios in different asset classes according to client’s risk tolerance

OTHER
EXPERIENCE

Hamilton College Career Center
Clinton, NY
Peer Advisor (August 2017-Present)
 Counsel students on career-oriented planning and preparation; conduct individual meetings to mentor peers
Hamilton College Department of Economics
Clinton, NY
Grader for Issues in Economics (January 2017–Present)
 Nominated by professors to grade problem sets; conduct tutoring and review sessions before exams

LEADERSHIP/
ACTIVITIES

Hamilton College Entrepreneurship Club, VP of Finance (August 2017–Present)
 Created non-profit website that provides college students with access to inexpensive text books
 Participated in Pitch Competition in April 2016 sponsored by Hamilton alumni, team won 3rd place prize
Hamilton Alumni Leadership Training, Member (August 2017–Present)
 Serve as a representative of Hamilton College and promote communication between students and alumni
Hamilton College WHCL 88.7 Radio, Disc Jockey (August 2015–Present)
 Co-host weekly radio show featuring jazz music
Levitt Leadership Institute, Student Leader (January-May 2018)
 Selected for intensive two-week leadership skills training program. Proposed and implemented Make-aDifference project with positive impact on 30 local immigrant families in Utica, NY

SKILLS

Native Mandarin Chinese and Cantonese, conversational Japanese
Bloomberg; FactSet; ThomsonOne; SPSS Statistics; Microsoft Word, PowerPoint, Excel

INTERESTS

International film, travel, bikram yoga, badminton, jazz music

