
Will Smith
Will.Smith@bba08.mccombs.utexas.edu

111 Beverly Hills Street ( Austin, TX 78712 ( (512) 555-9999
EDUCATION







 






	The University of Texas at Austin
	Bachelor of Business Administration, Finance
	May 2010

	
	Minor: Management Information Systems
	

	
	Overall GPA: 3.25     Major GPA: 3.50
	

	University of Barcelona
	CIEE Liberal Arts Program in Barcelona, Spain 
	Summer 2008


Contributed 60% of tuition and expenses.
EXPERIENCE
 













Paramount, Inc. – Austin, TX; Summer Intern




            

    Summer 2008
· Maintained quarterly operating budget of approximately $50,000 for costume department

· Prepared 25 detailed financial reports for upper management

IBM – Houston, TX; Financial Intern







             Fall 2007
· Updated six productivity reports regarding orders, shipments, revenues and margins on a daily basis

· Reduced shipment down-time by 25% allowing orders to increase by 30% for all Southwest 

· Analyzed inventory monthly
ACADEMIC PROJECTS (optional)












Web Design – Client: Non-Profit






         

    Summer 2008
· Created a website for a non-profit organization which was pitched to the organization and selected as the best team for information architecture
· Produced a website using Dreamweaver to house the final project
Brass Ring Program Intern – Client: Texas Instruments





    Summer 2006
· Examined and validated the reverse logistics processes 

· Recommended changes to the plant layout to improve efficiency 

· Suggested new recycling options that would reduce annual costs by $12,500
LEADERSHIP EXPERIENCE AND ACTIVITIES










University Finance Association, Vice President





            Fall 2007 - Present
· Assist president with organizational planning  
· Oversee two week recruitment process and pledging ceremony for prospective members  
· Increased membership by 20%
Undergraduate Business Council, B.E.S.T. Committee Member




              Fall 2007
· Planned activities for incoming freshmen that helped them become acclimated with McCombs
Lambda Alpha Omega Honor Society, Active Member



    
           Fall 2006 – Present
HONORS















· Outstanding College Students of America 






              Fall 2008
· America University Honors – Four semesters





   Fall 2006 – Spring 2007
ADDITIONAL INFORMATION














Computer Skills: MS Word, Excel, PowerPoint, Access, PageMaker, SPSS, Dreamweaver
Languages: Fluent in Spanish 

Interests: Intramural sports, chess (optional)
Work Status:  US Citizen, Permanent Resident, or Temporary Work Authorization (F-1 or J-1)
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FirstName LastName
FirstName.LastName@bbaXX.mccombs.utexas.edu

Street Address ( City, State Zip ( (###) ###-####
EDUCATION







 






	The University of Texas at Austin
	Bachelor of Business Administration, Major
	May XXXX

	
	Minor: (if applicable)
	

	
	Overall GPA: X.XX    Major GPA: X.XX
	

	[List International University]
	[List Study Abroad Program in City, State] 
	Season XXXX


Contributed 60% of tuition and expenses.
EXPERIENCE
 













Most Recent Employer – City, State, Position Title 
 





       Month XXXX

[Optional if needed] Company descriptor here in italics to describe unfamiliar companies- Keep to 1 line.
· [Internship or part-time job dates can be denoted by the season and the year (ex. Fall, Spring, Summer and year)]

· [Be consistent with the use or non-use of periods at the end of each bullet]
· [Do not use 2 pages for on-campus resumes]
· [Recruiters will notice poor formatting, incorrect grammar, spelling errors, and sloppy bullet text. Edit carefully]

Employer – City, State, Position Title







       Month XXXX

[Optional if needed] Company descriptor here in italics to describe unfamiliar companies- Keep to 1 line.
· [Start with a verb, describe one activity - Include specific actions and measurable results]

· Use a variety of different verbs at the beginning of bullets to avoid repetition. (ex. Led, Supervised, Directed)] 

· [Be specific when discussing how many people you have managed, how much money for which you were responsible, percent of sales gained or savings gained by process improvements]

· [Use strong action verbs to start bullets; do not open a resume bullet with:  Responsible for… or Assisted with…]
· [Money is denoted:  $1K, $1M, $1B.  Consult a Career Advisor on accomplishments in foreign currencies]
· [Showcase your transferable skills / strengths from former positions that are most relevant to a new position or industry you are looking to pursue after business school]
· [Avoid resume bullets with a “hanging word” – single words on their own lines.  Make the best use of space on your resume]
ACADEMIC PROJECTS (optional)












Type of Project (ie. Web Design, Research etc.) – Client: Name of Client

         

       Season XXXX
· [Start with a verb, describe one contribution you made to the project.  Include specific actions and measurable results]

LEADERSHIP EXPERIENCE AND ACTIVITIES











Organization, Position








           Fall XXXX – Present
· [Showcase your transferable skills / strengths from experiences that are most relevant to a new position or industry you are looking to pursue after business school]

· [Use Calibri font- address information and section headings set at 10.5 point font. Student’s name set at 14 point]

· [There is a full space between different sections, schools and employers.  Spacer lines set at 8 point font]

HONORS















· [Showcase honor or achievement by title]






       Season XXXX
· [If possible, note semester awards ie. University Honors] – Number of times recognized    
       Season XXXX
ADDITIONAL INFORMATION














[Personal information shared in the ADDITIONAL section should be interesting enough to be a “conversation starter”]
[Do not include any personal information such as birth date, marital status, number of children or religious affiliation]

Computer Skills: MS Word, Excel, PowerPoint, Access, PageMaker, SPSS, Dreamweaver
Languages: [Proficient, Fluent, Conversational, Working Knowledge, Basic Knowledge] in Spanish 

Interests: Intramural sports, chess (optional)
Work Status:  US Citizen, Permanent Resident, or Temporary Work Authorization (F-1 or J-1)
BBA RESUME GUIDELINES
All margins should be a minimum of 1/2 inch

Keep the resume to 1 page and the font size at least 11 point font
Action Verbs by Topic
	Administrative
	Clerical
	Communication
	Counseling

	administered

coordinated

designed

established

evaluated

interviewed

managed

organized

planned

oversaw
	arranged

catalogued

compiled

dispatched

monitored

operated

prepared

processed

recorded

screened
	addressed

authored

corresponded

directed

drafted

edited

influenced

interpreted

lectured

motivated
	assessed

assisted

clarified

coached

educated

familiarized

guided

referred

	
	
	
	

	Creative
	Development
	Financial
	Management

	acted

created

fashioned

illustrated

integrated

invented

performed

shaped
	analyzed

applied

developed

established

formulated

instituted

supported

surveyed
	allocated

analyzed

appraised

audited

balanced

budgeted

calculated

computed

forecasted
	assigned

chaired

delegated

directed

improved

supervised

recommended

reviewed

scheduled

	
	
	
	

	Organizational
	Marketing
	Problem Solving
	Research

	applied

arranged

coordinated

facilitated

handled

consolidated

planned

organized

systematized
	generated

initiated

recruited

implemented

increased

distributed

participated

persuaded

promoted

publicized
	decided

evaluated

investigated

recommended

resolved

solved

surveyed

clarified
	critiqued

examined

identified

inspected

interpreted

researched

summarized

surveyed

	
	
	
	

	Technical
	Time Management
	Training
	

	assembled

built

devised

developed

engineered

operated

reconciled

translated
	administered

developed

directed

generated

improved

initiated

increased

reduced
	adapted

advised

assisted

communicated

explained

facilitated

informed

instructed
	


Full version of Resume Writing handout available online at https://fcc.mccombs.utexas.edu/bba.
(  Showcase transferable skills.





Place notable mentions or achievements. ( 





( Use a professional email address.


Remove any hyperlink to your email address.





(  Bold university names





List your actual graduation date here. (








Use small caps and 14pt font to delineate name. ( 











