RESUME WRITING GUIDE

Center for Career Planning ♦ Christopher Newport University ♦ Newport News, VA 23606
(757) 594-8887 ♦ ccp@cnu.edu

KEYS TO EFFECTIVE RESUMES
The purpose of a resume is to introduce you to the reader
An effective resume makes the reader want to interview you, and provides a sense of your style,
attitude, and ability. Your resume communicates your qualifications for an internship, employment or
graduate school, and highlights your education and relevant experience.

Demonstrate a clear focus that emphasizes your strengths for a position
Your resume should clearly show that you have the key strengths, skills and experiences that make
you a strong candidate for a position. It is likely you will have a different version of your resume for
each position or industry niche you are targeting.

Write a powerful objective statement for specific job opportunities
Tell your reader the type of position you are seeking and highlight the skills you have that match the
position. Focus on the value you offer the employer, not on the experience you are hoping to gain.

Include complete and current information
Your address, e-mail, and phone number should be current. Clearly indicate names of organizations,
their cities, states, and dates of employment or activities.

Follow a consistent format
A consistent format helps the reader to skim your resume and know important facts about you.
Section headings should positively emphasize information in each section. Bold, italics, CAPITALS,
indentations, bullets and lines should be used to highlight important items and make the resume
attractive. They should not overwhelm the reader. Job titles, locations, employers and dates are
listed in the same format with each entry.

Craft clear, concise and rich descriptions
Write descriptive phrases with interesting action words that describe your experiences and emphasize
accomplishments and results. Avoid non-descriptive phrases like "Was responsible for…" or "Duties
included...”

Get feedback on your resume from many sources
Have your resume reviewed by a variety of people, including career center staff, employers in your
area of interest, and your friends and family. Revise your resume as needed. Remember, you are
the expert on your resume; make sure it reflects who you are and where you want to go!

RESUME SECTIONS
Name and Contact Information
Name should be the largest item on the page. Show current address, phone and email address
Objective
Tailored to specific position and state the value you can bring to the employer
Education
Graduation date listed, even if in the future
GPA listed if over 3.0 and/or Major GPA listed if over 3.0 and overall GPA under 3.0
Relevant coursework and/or research as appropriate
Relevant Experience / Work Experience
May include paid or unpaid work, internships, or volunteer experience (these may also be in a
separate section – see below)
Accomplishments and relevant skills emphasized in narratives (quantify if possible)
Key words from the job description linked into your resume (and cover letter)
Industry and position keywords included
Do not use pronouns
Past experiences in past tense, present experiences in present tense
Use verbs and action words to highlight skills, abilities and achievements
Section could be labeled as specific experience: Communications Experience, Technology
Experience, Research Experience, Teaching Experience,

Other possible sections:
Leadership
Follow same instructions as Relevant Experience / Work Experience section above
Campus activities may fall into this section
Volunteer Experience
Follow same instructions as Relevant Experience / Work Experience section above
Professional Organizations
List relevant organizations and, if heavily involved, write up like Experience narratives above
Honors and Awards
List names and date of honors/awards
Special Training / Certifications / Licenses
List relevant items
Computer Skills
List software and hardware especially if going into technology jobs
Foreign Language Skills
List languages known

RESUME DETAILS CHECKLIST
Here are key tips to follow in constructing your resume:

√
1.

Start with a blank Word document

______

2.

One page (unless you are a non-traditional student with significant
experience)

______

3.

Format your resume neatly and consistently

4.

Easy-to-read font (Arial, Calibri, Times New Roman, etc.)

______

5.

Margins no less than .50”

______

6.

Contact information clearly shown

______

7.

Section headers are relevant (Objective, Education, Relevant Experience,
Work Experience, Leadership, Activities, Volunteer Work, Computer Skills,
Language Skills, etc.)

8.

Sections: 4 - 6 is typical

______

9.

Do not use pronouns (I, he, she, them, etc.)

______

10.

No personal data or potentially discriminatory data

______

11.

Make sure you can discuss everything on your resume

12.

Spell check, grammar check, and have at least two other people review your
resume

______

______

______
______

Largest item on page

Current contact information

Christina Newport

All margins
minimum of .50”

1212 University Place • Newport News, VA 23606
(757) 594-8887 • christina.newport.09@cnu.edu

Education

Spell out degree

Christopher Newport University, Newport News, VA

Show GPA if 3.0
or higher

Bachelor of Arts in Psychology May 2012 GPA: 3.92/4.0
Courses included: Physiological Psychology, Statistical Applications in Social Science Research, Research Methods in
Psychological Science, Human Relations in Organizations
Psi Chi, International Honor Society in Psychology, 2010-2011 Psi Chi Secretary
Incomplete but grammatically
correct narratives

Psychology Research Experience

Relevant section
headers

Research Methods in Psychological Science, Psychology Department—CNU

August 2010-December. 2010
Aided in creating sexual behavior questionnaire and stigma conscious scale
Gathered, coded, and analyzed data on The Effects of Sexual Behavior and Stigma Consciousness on Stress Levels
Designed poster for mini conference; presented at departmental poster presentation mini conference

Experimentalist, Psychology Department—CNU Research Group

August 2009-present
Contributed to development and design of semester stress questionnaire
Stress and Coping in University Students paper accepted and presented as poster session at Association for Psychological
Science (APS) Convention
Co-author of poster session and participated in design of poster for APS
Administered and scored NEOPIR and collected data for personality differences in stress and coping
Submitting ‘Race Differences in Life Stress Events’ and NEOPIR proposals to APS Convention
‘A Comparison of Stressful Life Events Experienced by Freshmen and Seniors’ and ‘Freshmen and Seniors Use of Coping
Methods for Stressful Events’ accepted to Eastern Psychological Association Conference

Action-oriented,
rich narratives
Campus Athletics
headers
CNU NCAA Division III Varsity Women’s Basketball

August 2008 to May 2012
2010 Team Captain; motivated teammates, encouraged sportsmanship, and communicated effectively
Dedicated 20+ hours per week to basketball practice while balancing academics and community service
USA South regular season, tournament champions, NCAA Division III Sweet 16 appearance
2009-2010
Appointed to USA South All-Academic Team; 3.0 CNU Student-Athlete Recognition Ceremony
2009-2010
Awarded Virginia Sports Information Directors Academic All-State Team
2009-2010
Awarded Arthur Ashe Jr. Sports Scholar Award—First Team
2008-2009

Work Experience
Newport News Family YMCA, Newport News, VA

January 2011-present
Student Intern
Plan, develop and implement sports and wellness activities
Create introductory training for coaches focusing on their role in the psychological development of youth in sports
Develop a model program for implementing activities focused on positive psychological growth for middle and high school
athlete

Neat, well-organized,
attractive format

ABIGAIL S. ELLIS
1 Avenue of the Arts • Newport News, VA 23606 • (757) 594-8887 • abigail.ellis.03@cnu.edu

EDUCATION
CHRISTOPHER NEWPORT UNIVERSITY, Newport News, VA
Bachelor of Arts in Psychology, Minor in Sociology, May 2013
Psi Chi National Honor Society; GPA: 3.17/4.00

Major Paper: Comparison of Asperger’s Syndrome Identified College Students and Control Group: Academic
Outcomes and Social Participation in the First Year of College
Universidad de Barcelona, Spain: Study abroad – Spring Semester 2012
 Immersion studies in Spanish culture with all courses taught in Spanish

COMMUNITY SERVICE
Wal-Mart, Newport News, VA
Children’s Miracle Network Coordinator
January - September 2012
 Directed charity efforts and raised over $10,000 for the Children’s Hospital of the King’s Daughters
 Developed print and in-store publicity for food and prize giveaways linked to customers’ donations
 Scheduled employee participation and monitored fund raising activities
 Organized and led store committee oriented to fund raising efforts

WORK EXPERIENCE
Wal-Mart, Newport News, VA
Photo Center Specialist
August 2011 - Present
 Process and develop film including customization as requested by customers
 Initiate sales and inventory counts on digital media including cameras, camcorders and other products
 Balance cash drawer and conduct opening and closing procedures daily
Cashier/Customer Service Relations
December 2009 - August 2011
 Supervised and trained new employees in all aspects of cashiering and customer service
 Received Four Star Cashier Award based on outstanding customer service, attendance, and items sold per hour
Gloucester County Park Authority, Gloucester, VA
Camp Counselor
May 2011–August 2011
Developed daily regimen and schedules for group and individual programs, including field, aquatic, and indoor sports
Consulted and reported to program directors on participants’ progress and special needs requirements
Managed 6 group activities for 6-12 year old children in fast paced environment
YMCA, Gloucester, VA
Swim Instructor/Lifeguard
May 2009 – August 2010
Developed and conducted individual and group swimming lessons for children aged 2-12 years old
Served as lifeguard with safety responsibilities for swimmers in high volume pool
Demonstrated excellent abilities with safety procedures and attained CPR, AED and First Aid Certifications
Nathan’s Dairy Bar, Gloucester, VA
Customer Service / Spanish Interpreter
April 2009 – September 2009
Recognized for providing invaluable assistance to non-native speakers of English
Designed and created preselected ice cream desserts and novelties
Performed managerial tasks including opening and closing, inventory orders and stocking supplies.

SKILLS
Knowledge and abilities with Microsoft Office (Word, Access, Excel, and PowerPoint)
Fluent in Spanish (reading, writing, and speaking)

IMA FIRSTYEAR

1 Internship Avenue ▪ Newport News, VA 23606 ▪ 757-812-8890 ▪ Ima.Firstyear@cnu.edu

EDUCATION
Christopher Newport University, Newport News, VA
Anticipated Graduation: May 2016
Bachelor of Science in Chemistry, Minor in Leadership
GPA: 3.25
Relevant Coursework: Introductory and General Chemistry (I, II) with Lab, Analytical Chemistry with Lab,
Analytical Geometry, Intermediate Calculus, Medical Terminology, Self Leadership
Warhill High School, Williamsburg, VA
Graduation: June 2012
Advanced High School Diploma
GPA: 4.20
Relevant Coursework: Advanced Placement (AP) Chemistry and Chemistry Lab
Highlights: National Honor Society, Math Honor Society, Science Honor Society, German Club, Key Club,
Interact Club, Varsity Women’s Basketball and Soccer, A/B Honor Roll Award, Perfect Attendance

SAFETY & HEALTH RELATED EXPERIENCE
Boy Scouts of America, Jamaica, VA – Seasonal Employment
June 2008 to August 2012
Director of Field Sports and Safety Awareness (2010-2012)
 Educated campers about safety, injury prevention, water safety, survival skills, and first aid
 Demonstrated the proper use of hand tools to ensure equipment was utilized properly and safely
 Conducted safety inspections for adequate hygiene conditions, proper waste removal, absence of
hazardous materials, and availability of safety and first aid equipment
 Lifeguarded regularly and organized 3 versus 3 basketball tournaments for youth campers
 Managed and ran program area with 5 to 6 sports and recreation classes daily
 Certified in First Aid, Cardio Pulmonary Resuscitation (CPR), and Lifeguarding
Summer Camp Instructor (2008-2009)
 Taught safety, injury prevention and survival skills courses to groups of young men ages 12 to 18
 Motivated and instructed scouts to help them earn rank advancements
Anna’s Brick Oven, Williamsburg, VA
November 2009 to June 2011
Hostess
 Complied with Department of Health guidelines to ensure the proper handling of food
 Supervised restaurant and front-of-house procedures in absence of manager as key holder
 Greeted and directed guests to their table while providing quality service and a positive experience
 Answered phones, took orders, and delivered food and drinks in a fast-paced, team environment

LEADERSHIP & COMMUNITY INVOLVEMENT
CNU NCAA Division III Varsity Women’s Basketball
August 2011 to Present
 Motivate teammates, encourage sportsmanship, and communicate effectively
 Dedicate 20+ hours per week to basketball practice while balancing academics and community service
 Mentor two walk-on first-year student athletes and represented CNU both on and off the court
 Travel with coaches to area basketball camps and tournaments to recruit talent
 Earned, as a team, USA South Conference Championship during regular season
 Awarded Academic All-Conference Athlete for maintaining 3.0+ GPA while in Varsity sport season
CNU President’s Leadership Program
August 2011 to Present
 Selected for competitive scholarship and service program based on academics and leadership
 Gain leadership skills through classroom instruction, speaker sessions, and applied learning
 Volunteer with local nonprofits and participate in professional and social development activities

ELIZABETH RIVERS
1000 Avenue of the Arts ▪ Newport News, VA 23606 ▪ 757-594-8887 ▪ ccp@cnu.edu

OBJECTIVE
Seeking position as Project Coordinator with Operation Smile which utilizes prior travel experience and cultural awareness, a
passion for helping foreign communities in need, and skills in communication, leadership, and event planning

EDUCATION
Christopher Newport University (CNU), Newport News, VA
Expected Graduation: May 2013
Bachelor of Arts in Communication Studies, Minor in Political Science
Cumulative GPA: 3.32
Relevant Coursework: Non-Profit Entrepreneurship, Intercultural Communication, American and Cross-Cultural Patterns,
Public Speaking, Mass Communication and Society, Visual Communication, Comparative Politics, Globalization, Spanish I and II

CROSS-CULTURAL EXPERIENCE
University of Nicosia, Cyprus
June 2012 to July 2012
Study Abroad
 Studied the functions of the European Union and various European cultural issues
 Visited Spain, England, Belgium, France, Hungary, Egypt and Cyprus
 Examined Cypriot political issues through both classroom study and engagement with local civic organizations
CNU Multicultural Student Association (MSA), Newport News, VA
August 2010 to Present
Planning and Campaign Committee
 Raised over $5,000 in scholarship funds for underprivileged international students to attend college
 Coordinated rehearsals for student events such as annual International Music Night
 Utilized Adobe Photoshop and Microsoft Publisher to design marketing materials for events including Relay for Life
CNU Sharing Awareness through Intercultural Living (SAIL), Newport News, VA
January 2011 to April 2012
Facilitator
 Directed and facilitated workshops on the importance of diversity for elementary through college age students
 Organized on-campus events pertaining to intercultural issues and discussion

LEADERSHIP AND EVENT PLANNING EXPERIENCE
Kodachrome, Newport News, VA
August 2011 to Present
Community Dance Coordinator
 Represented the University as a liaison for a state-wide organization focused on dance and community
 Contacted venues to coordinate yearly workshops and three fundraisers for the Hampton Roads dancers
Department of University Events, CNU, Newport News, VA
April 2010 to Present
Event Staff Administrative Support
 Communicated with students regarding event registrations, set up and break down, catering, and logistical details
 Filed event-related documents and utilized mail merge and formula features in Microsoft Word and Excel
 Developed proposals for event design and execution in concert with University Event Planners
Downing-Gross Cultural Arts Center, Newport News, VA
January 2010 to April 2012
Dance Leader
 Prepared and coordinated lesson plans for beginning dance classes of 10-15 students aged 3-16
 Communicated with parents regarding program opportunities and student growth and feedback
Campus Activities Board, CNU, Newport News, VA
August 2010 to January 2012
Marketing and Advertising Committee Member
 Created and designed flyers, banners, and craft advertisements to promote on-campus student events
 Coordinated volunteers and all day-of operations for 2 major CAB events, Life-sized LIFE and Genocide Film Studies

Patricia I. Wrates

1234 University Place Newport News VA 23606
(757)594-8887 p.i.wrates05@cnu.edu

Education
Bachelor of Arts in English, Concentration in Writing
May 2010
Minors in Communication Studies and in Literature
Christopher Newport University (CNU), Newport News, VA
Related Coursework: Introduction to Human Communication, Public Speaking, Interpersonal Communication,

News Writing and Reporting, Public Relations Writing, Writing for Business and the Professions

Campus Leadership
Alpha Sigma Alpha Sorority, CNU, Newport News, VA
August 2006-present
Philanthropy Chair
Planned and hosted fundraiser involving 11 Greek organizations; raised $10,000
Created all marketing material to promote the event
Presented to members of 15 Greek organizations; successfully secured 90% participation
Special Olympics Newport News, VA
August 2006-present
Volunteer Soccer Coach
Participate in Special Olympics soccer practices as a volunteer opportunity of Alpha Sigma Alpha
Help team members practice fundamentals of soccer such as dribbling, shooting, and passing
Attend tournaments to encourage and support team members

Work Experience
The National Institutes of Health Bethesda, MD
May 2006-January 2007, Seasonal
Clerk-Typist
Filed important papers in a way that was easily accessible for accountants
Electronically indexed and processed forms, including government grants
Ordered and managed office supplies
Responsible for informing department chair of any discrepancies on ACH forms
Used Windows XP, Microsoft Office (Word, PowerPoint, Publisher, Excel) for duties
Woodlawn Stables Alexandria, VA
March 2000-August 2005, Seasonal
Barn Crew
May 2005-August 2005
Provide upkeep of the barn to the satisfaction of staff and patrons
Barn work such as feeding, grooming, and medicating horses
Supervise other workers and train new employees
Camp Assistant
Summers 2001-2004
Taught up to 15 campers how to properly care for and ride horses
Instructed campers on how to improve their riding abilities
Trained 5 new camp instructors and provided successful leadership skills
Secretary
March 2000-August 2000
Maintained accurate payment records, filed cash and check payments for riding lessons
Scheduled riding lessons based on availability and answered questions about the barn activities
Addressed and mailed brochures about summer camp to prospective campers
Used Windows XP, Microsoft Office (Word, PowerPoint, Publisher, Excel) for duties

100 York Court ▪ Newport News, VA 23606 ▪ 703-786-3452 ▪ luter.newport@cnu.edu

OBJECTIVE Seeking position as Accountant with Sentara Health which utilizes experience generating expense

reports and handling collections, the ability to analyze financial data, and skills in communications, timemanagement, and leadership

EDUCATION

Bachelor of Science in Business Administration, Concentration in Accounting
Cumulative GPA: 3.33
Christopher Newport University, Newport News, VA
Graduation: May 2013
Joseph W. Luter III School of Business, AACSB International Accreditation
Relevant Coursework: Accounting Information Systems, Taxation, Advanced Taxation, Government & Nonprofit,
Auditing, Cost Accounting, Managerial Accounting, Operations Management, Strategic Planning, Business Microsoft
Applications (Word, Excel, PowerPoint, Outlook, Access), Leadership Development, Interpersonal Communication,
Public Speaking

BUSINESS ADMINISTRATION EXPERIENCE

Senior Seminar: Globalization in Business (IBM: Strategic Business Plan Analysis)
Christopher Newport University (CNU), Newport News, VA
August 2012 to Present

Conducted research on IBM’s current operations and strategic plan, including an in-depth SWOT analysis,
review of financial statements, and an organizational structure analysis

Evaluated proposed marketing strategies, using return-on-investment (ROI) and other financial ratios

Developed 2 strategies that projected 7.5% increase in revenues and earnings per share within 1 year

Analyzed IBM’s global marketplace, researching the effects of demographic trends on product sales
Administration Intern
Lockheed Martin, Alexandria, VA
June 2012 to August 2012

Supported 7 project managers and 4 engineers at the largest, worldwide global security company providing
technical services to the Department of Defense and U.S. federal government agencies

Updated labor rates, compiled data from accounts receivable reports, and performed basic filing tasks

Compiled a Delivery Management guide and recorded 230+ Regional Task Orders from FEMA/DHS

Organized work product orders and utilized SharePoint software to update DHS deliverable documents

Expedited the preparation of an IBR (Integrated Baseline Review) binder in time-sensitive situation

UNDERGRADUATE LEADERSHIP AND ACTIVITIES

CNU Alpha Kappa Psi Business Fraternity, Treasurer
August 2011 to Present
 Allocate budget of $5,200 to Executive Board Members based on forecasted annual expenditures
 Collect payments for dues and events to ensure the chapter remains in good financial standing
 Create personal payment plans with brothers on as needed basis
 Generate expense reports, ensure balanced financial statements, pay invoices to vendors, and allocate funds to
appropriate philanthropies after fund raising events
 Communicate financial status of chapter to members, faculty advisors, and National Headquarters
CNU President’s Leadership Program, Scholarship Recipient
August 2011 to Present
 Admitted to the program based on academic excellence and leadership involvement in high school
 Awarded Smithfield Scholarship of $4,000 as an exceptional leader among the program
 Perform extensive service to the local community through Relay for Life and Habitat for Humanity

ADDITIONAL WORK EXPERIENCE
Cashier Shift Manager
Food Lion, Newport News, VA
June 2011 to Present

Provide customer service while following standardized cash handling procedures

Account for funds in till, perform nightly cash reconciliations, and make bank deposits

Investigate shortages and overages when necessary and log daily balances in general ledger

Supervise up to five cashiers simultaneously and train new hires on Food Lion policies and procedures

Christine H. Roads
PO Box 12345, 1 Avenue of the Arts, Newport News, VA 23602
christine.roads.14@cnu.edu, 757-594-8887

Objective
Elementary teaching position requiring creativity, organizational skills and teaching experience

Education
Master of Arts in Teaching, May 2014, Christopher Newport University, Newport News, VA
Pursuing Elementary Teaching Certification August 2014
Bachelor of Arts in Music, May 2013, Christopher Newport University, Newport News, VA

Teaching Related Experience
Student Teacher, Saunders Elementary School, Newport News, VA, Aug. 2011-May 2012
Develop 4-week unit on Central American music for all grades and class sizes ranging from 20 to 30
Assess students on learning outcomes and provide progress reports to classroom teachers
Advise the acapella ensemble on music choice and performance 3 afternoons per week
Collaborate with 15 classroom teachers to infuse music education into classroom curricula
Music Mentor, Hines Middle School, Newport News, VA, Aug. 2009-May 2012
Founded mentorship program in which music majors tutor middle school students in band or choir
Reinforce musical techniques and band repertoire
Tutor band students weekly in one-on-one sessions to improve playing skills
Reading Tutor, Gildersleeve Middle School, Newport News, VA, Aug. 2011-Dec. 2011
Tutor 5-7 middle school students in reading skills during weekly hour long after school program
Assess students’ reading levels and develop individually-matched strategies to improve reading
Communicate with parents about students’ progress through weekly written and verbal reports
Prepare case study documenting various interventions to evaluate tutoring strategies
Resident Advisor, Christopher Newport University, Newport News, VA, Aug. 2009-May 2010
Foster relationships with 50 first year students to create strong sense of hall community
Develop programming to meet needs and interest of residents
Provide advice and referrals to campus resources and college staff
Serve on duty rotation responding to maintenance and crisis issues within the residence halls
Collaborate with 45 Residence Life staff to create safe and supportive campus living environment
Counselor, Pender United Methodist Church Music Camp, Fairfax, VA, Summers 2005-2009
Supervise 10-member cabin of 8-10 year olds during 4 week-long camp sessions
Prepare for daily choir and hand bell rehearsals of groups of 20 ranging in age from 8 to 12
Coordinate practice schedules with 8 other camp counselors

Music Performance Experience
Bassoonist, Christopher Newport University, Newport News, VA, Aug. 2007-Mar. 2012
Rehearse and perform for ensembles including wind quintet, chamber, and duets
Conduct sectional rehearsals for wind, chamber, orchestra, operas, and musicals
Music Director, First Church of God, Newport News, VA, Sept. 2011-Mar. 2012
Select music for 4 services weekly attended by 400+ people in contemporary and traditional styles
Collaborate with musicians to rehearse weekly for service
Play piano and sang for each service
Rehearse children and members for special performances

Michael Vielleaux
2910 Technology Circle • Newport News, VA 23606 • (757) 594-8887 • michael.vielleaux@cnu.edu

EDUCATION
CHRISTOPHER NEWPORT UNIVERSITY (CNU), Newport News, VA
Bachelor of Science in Computer Foundations, May 2013
Major in Applied Physics, Minor in Leadership Studies
GPA: 3.65/4.00 • Dean’s List – 4 Semesters
Major Project: Analysis of Unknown Algorithms
Coded and analyzed the function of 8 unknown algorithms given in pseudo code
Provided best and worst case mathematical analysis for the theoretical runtime of each algorithm
Created graphs of actual versus theoretical runtime to confirm theories
Relevant Courses
Computers and Programming I and II
Discrete Structures - Computer Applications
Digital Logic Design
Foundations of Computer Science
Digital System Design
Methods of Theoretical Physics
Computer Architecture
Optical Physics

TECHNOLOGY SKILLS
Computer building/troubleshooting/repair, network installation/configuration, database design/implementation
Software: Windows 2000/XP, Vista, 7, Linux, Mac OSX
Languages: SQL, MySQL, C++, Java, HTML, PHP, Apache

RELEVANT EXPERIENCE
Research Intern - Thomas Jefferson National Accelerator Facility, Newport News, VA, May 2011 - present
Conducted precise measurements of particle detector’s cathode planes, and corresponding research to estimate
one aspect of the detector’s accuracy
Automated a flatness measurement system by developing motion-control software to guide a sensor and userfriendly data analysis software to produce plots and statistics
Wrote technical documents and produced a user’s guide, software documentation, and reports
Studied the performance of several particles detectors using computer simulations, employing data analysis
techniques and problem solving skills as necessary
Engaged in 3 major nuclear physics experiments by coordinating with team members to follow a data collection
plan; monitored and troubleshot equipment, and documented our actions
Wireless Specialist - Best Buy, Vienna, VA, May 2008 – September 2009
Provided customers with technical and financial evaluations of multiple wireless telephone services and aided
customers in selection and activation of telephones and auxiliary devices
Trained new-hires on the company’s product line of equipment and services, including certified cellular activation
policies and procedures

LEADERSHIP EXPERIENCE AND COMMUNITY INVOLVEMENT
President’s Leadership Program – CNU, Newport News, VA, August 2009 - present
Participate in leadership courses, seminars and active in 15 hours of community service projects each semester
9/11 Memorial Ceremony – CNU, Newport News, VA, September 2011
Coordinated campus wide event including arrangement of keynote speaker and publicity
Relay For Life - CNU, Newport News, VA, September 2010
Marketed and conducted fundraising for the event resulting in $10,000 for the charity

