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Cooper Collins 
Permanent Address                                                                 Current Address 

24 Constant Avenue                                                          1234 Baker Drive 
Edmond, OK 73003                                               Baldwin City, KS 66006 
cooperWcollins@stu.bakeru.edu                                              198-765-4321 

 
EDUCATION 

Baker University, Baldwin City, KS – May 2013 
Bachelor of Science in Mass Media  GPA: 3.8  
 
EXPERIENCE 
Advertising Manager, Baker Orange Campus Newspaper, Baldwin City, KS – Spring 2011 – Present 

• Secured all ads for the university newspaper from over 100 companies, including 37 new companies 

• Raised over $1,000 from ad sales for newspaper budget 

• Designed all advertisements for print editions of university newspaper 
 

Marketing Intern, The BR Group, Inc., Overland Park, KS – Summer 2012 

• Served as liaison between CEO and Web designers to create a unique screen saver sold nationwide 

• Contacted more than 500 potential clients, securing meeting with the Kansas City Chiefs, Manchester 
United soccer team in the UK, and the Hard Rock Café 

• Developed a direct-mail piece sent to major music labels including Arista Records and Island 
Records 

• Wrote copy and launched company’s 20 page marketing website, www.SaverActives.com 

• Conducted extensive research project tracking all competitive marketing activity 
 

Teller, Commerce Bank, Edmond, OK – Summer 2011 

• Error Free Award for 4 consecutive weeks of error-free balancing 

• Balanced all accounts comprising thousands of transactions 
 
ACTIVITIES AND HONORS 
Dean’s List – 2009 – Present  
 

Baker University Ultimate Frisbee Club – 2009 – Present  

• Cofounder/Captain – 2009 – Present 
� Grew club mailing list from 35 to more than 115 students 
� Petitioned university and secured more than $3,000 in club funds for trips to 3 

different states 
� Launched freshman introductory recruiting meeting/tournament attended by more 

than 75 students 
� Served as Tournament Director for 6-team competition in 2011 

 

Kappa Sigma Fraternity – 2009 – Present 

• VP of Public Relations – 2012 – Present 
� Increased attendance to annual Chili Feed by 40% through successful advertising 
� Secured 20 local corporate sponsors for Kappa Sigma Relay for Life team 
� Contacted over 150 alumni for annual Alumni Dinner 
� Worked with 2 local newspapers to distribute official Kappa Sigma press releases 

 

Photographer, Baker University Yearbook – 2009 – Present 
 

Big Picture Photography Competition – 2010 and 2011 

• 2nd place – 2011 

• 3rd place – 2010  

 

Make your name the 
biggest text on the page 
(approx. 20-25 pt. font). 

Your resume should not 

exceed one page. 

Use specific 
facts, like 

numbers and 
statistics, to 

give employers 
an accurate 

picture of the 
scope of work 
you’ve done. 



 

Barbara Biology 
Current Address                                                          Permanent Address 

Irwin Hall 99, PO Box 65                  123 Marine Drive 
Baldwin City, KS 66006               Bay City, FL 77201 
Biology_b@bakeru.edu                        785-594-0000 

 
EDUCATION 

Baker University, Baldwin City, KS – May 2013 
Bachelor of Science in Biology GPA: 3.8  

• Paid 80% of educational costs through scholarships and by working an average of 25 
hours per week while carrying a full course load 

• Biology Departmental Scholarship Recipient – 2011 – 2013  
 
EXPERIENCE 
Assistant, Baker University Biology Department, Baldwin City, KS – 2010 – Present 

• Maintain daily observation logs for 3 separate long-term biology research projects 

• Prepare materials for and assist over 20 students with advanced-level biology labs 

 
Field Researcher, Baker Wetlands, Lawrence, KS – 2011 – 2012  

• Studied wetland microorganisms, plant life and animals and the effects of the human 
element on their existence 

 
Intern, Under the Sea Aquariums, Bay City, FL – Summer 2010 

• Provided assistance to 7 biologists in the duties of animal husbandries 

• Prepared food with vitamin supplements for aquarium of 560 animals 

• Identified and treated piscine diseases 

• Interacted with the public (approximately 1,000 guests daily) and provided information 
during 25 aquatic shows weekly 

 
Cashier, Oceans of Fun, Kansas City, MO – Summers 2008 – 2009 

• Provided customer service to over 1,000 daily guests  
 

SPECIAL SKILLS 
PADI Certified Scuba Diver – Certified in Open Water, Advanced, Medic First-Aid, & Rescue Diving 

• Logged more than 100 dives 
Fluent in Spanish (oral and written) 
 
RELEVANT COURSEWORK 
Wetland and Prairie Ecology  Wildlife Management   Zoology 
Orinthology   Microbiology    Dendrology 
 
LAB SKILLS 
Spot Tests   Amino Acid Chromatography 
Gel Electrophoresis   Calorimetry 
 

Recent graduates and those 
without much work 

experience may highlight 
relevant classes and 

projects. 

Text should be 
standard font (Times 

New Roman) and 
approximately 12 

point size (no smaller 
than 10 EVER). 

Include special 
skills (career-
related) that 

could set you 
apart from other 

candidates. 



 

Ethan Education 
Current Address                     Permanent Address 

123 Orange Avenue                  432 Hometown Drive 
Baldwin City, KS 66006                        Middletown, KS 32145 
785-594-1234                      Pat_P@yahoo.com 

 
EDUCATION 
Baker University, Baldwin City, KS – May 2014 
Major: Elementary Education          Minor: Psychology          GPA: 3.5  
 
Harter Scholar – 2010 – 2014 

• Full 4 year tuition scholarship based on academics and leadership 
 
CAREER-RELATED EXPERIENCE 
Student Teacher, Rising Star Elementary, Lenexa, KS – Spring 2014 

• 10 weeks teaching 4th grade 
� Modified lessons and assignments for 3 ELL, 2 special education, and 2 gifted 

students 
� Planned cooperatively with full-time para in classroom 

• 60 hours prior spent observing 
 
Observation, Vinland Elementary, Vinland, KS – Fall 2013 

• 3 weeks observing 4th grade class of 22 

• 3 weeks teaching 5th grade class of 18 
� Created behavior plan for 1 ADHD student 

 
Observation, Baldwin Elementary, Baldwin City, KS – Spring 2013 

• 33 hours observing and teaching (math) 6th grade class of 20 
� Mentor teacher particularly strong in modeling effective classroom procedures 

• 25 hours observing 1st grade class of 15 
 
Observation, Marion Springs Elementary, Baldwin City, KS – Fall 2012 

• 14 hours observing 2nd grade class of 15 

• 16 hours observing 3rd grade class of 19 
 
Student Leader (“First Year Experience” Class), Baker University, Baldwin City, KS – Fall 2012 

• Co-taught introductory course to 18 students with Baker professor 

• Independently created lessons, activities and assignments for 5 out of 12 textbook chapters 
 
Education Internship, Lawrence Elementary, Lawrence, KS – Spring 2012 

• 2 weeks observing 2nd grade class of 21 

• 2 weeks assisting in teaching 2nd grade 
� Led guided reading group of 5 students  

 
HONORS AND ACTIVITIES 
Sigma Tau Chi Fraternity – 2010 – Present  
University Student Ambassador – 2012 – 2013 
Blue Key, Academic Honors Organization – 2011 – 2012 
Student Assistant, Baker University Alumni Office – 2010 – 2011  
 

 

Make sure the number you list will be 
answered by a reliable individual or a 

professional sounding voicemail. 
Use a professional-sounding 

email address. 

Use good quality cotton bond paper.  
Standard neutral colors – such as 

solid white and cream – are best. 
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Molly M. Mabee 
Current Address: 345 Wildcat  •  Baldwin City, KS 66006  •  mabee_m@wildcat.bakeru.edu 
Permanent Address: 678 Oak Drive  •  Home, KS 12345  •  913-123-7890 
 
EDUCATION 

Baker University, Baldwin City, KS – May 2013 
Bachelor of Science in Psychology Minor: Sociology Overall GPA: 3.0 Major GPA: 3.45 
 

EXPERIENCE 

Psychology Student Assistant, Baker University, Baldwin City, KS – August 2011 – Present 

• Assist professor with psychology research on 4 separate projects 

• Perform administrative duties in counseling center for campus of 925 students 

• Conduct study sessions for 3 lower-level psychology classes 

• Reorganized grant research files for department – increased accessibility and utilization by 50% 
 
Peer Counselor (Internship), Troubled Teens, Kansas City, KS – Summer 2011 

• Counseled approximately 8 callers daily during incoming crisis calls 

• Performed administrative duties for counseling center of over 50 clients 

• Planned 3 programs to entertain approximately 30 youth in local chapter 
 
Children’s Ward Assistant (Internship), Hospital With a Heart, Kansas City, KS – January 2011 

• Assisted over 75 children with classroom work 

• Counseled 5 troubled children weekly, ages 5-10 

• Shadowed 3 doctors and 2 administrators to observe operation of hospital management 

• Created new marketing brochure – received HWAH Internship Award 
 
Financial Aid Student Assistant, Baker University, Baldwin City, KS – September 2009 – May 2010  

• Entered student aid information for over 850 students in computer system 

• Answered incoming calls and performed general clerical duties including word processing, 
filing, and completing paperwork 

• Updated filing system – increased daily filing results by 20% 
 
ACTIVITIES AND HONORS 

Pi Pi Pi Sorority – 2009 – Present 

• Fundraising Chair – 2010 – Present 
� Oversaw annual walk-a-thon with 145 participants, raising $1,250 

Baker University Tennis – 2009 – Present 
Cardinal Key, National Honors Organization – 2009 – Present 

• Secretary – 2010 – 2011 
� Recorded and distributed bi-monthly meeting notes to 18 members 

Psi Chi, Psychology Honors Organization – 2009 – 2011  

• Vice President – 2010 – 2011  
� Assisted with organizing 5 community service events for club of 25 members 

Student Activities Council – 2009– 2010  

• Assisted in planning and implementing 10 social events for campus of 925 students 
Habitat for Humanity – March 2009 
 

 

Begin statements 
of duties and 

accomplishments 
with Action 

Verbs to catch 
employer’s 
attention. 

Include all 
volunteer 

experience that 
is related to 
your field. 

List your 
experience in 

order from 
most recent to 

older. 
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