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John Doe
5606 Mountain Road

Beverly Hills, CA  90210

(775) 555-xxxx

jdoe@verizon.org
Objective:

To obtain a governmental affairs position utilizing language skills

Summary of Qualifications:

Summarize your qualifications from each of your past jobs. List those which best fit with the job target first. Use action Keywords to add energy and strength to your statements.

Quantify your accomplishments whenever possible.

Employment History:

INTERN, US Agency for International Development    Summer 2012

· Assisted in the creation of an agency-wide database.

· Performed technical analysis of various agency programs and communicated their status to USAID missions throughout the world.

· Attended USAID and State Department meetings concerning global environmental issues.
Receptionist, University School of Law, Spencer, ND    Summer 2011

· Processed and filed incoming student applications and sent brochures to prospective students.

Receptionist, Whirlpool Materials, Inc. Spencer, ND    Summer 2010

· Organized the filing system for a branch office, performed general office work and made bank deposits.

Education:

BACHELOR OF ARTS, INTERNATIONAL STUDIES, POLITICAL SCIENCE, May 2008 Institute and State University (ISU), Blacksburg, ND

Minor – Spanish   
Overall GPA: 2.9/4.0; Dean's List last 3 semesters

VIRGINIA TECH’S “WASHINGTON SEMESTER,” Square, ND, Summer 2006

· In conjunction with internship with US Agency for International Development: senior seminar in US public policy and political institutions.
· Site visits at the Environmental Protection Agency, President Bush’s office, the Campaign Center and the Library of Congress.

CENTER FOR EUROPEAN STUDIES AND ARCHITECTURE, Rome, Italy, Fall 2005

· Studied Italian, Roman history, humanities and art.

· Traveled to Spain, Germany, Austria, France, Italy and England studying culture, art, history, politics and languages.
