SAMPLE Skills resume- related courses
Name
Address City, State Zip
Phone number
Email address

PROFESSIONAL OBJECTIVE (optional)

A career in personnel management which would involve coordinating, communicating, researching, and training

EDUCATION
Indiana University Kokomo; May 2009
Bachelor of Arts degree in Public Relations
Minor in General Management and Psychology
GPA 3.73/4.0

Major Related Courses:

e Personal Management Public Relations

[ ]
e Interviewing e  Psychological Statistics
e Labor Relations e Psychological Testing
e Industrial Psychology e Business Law
o Organizational Psychology e Elements of Supervision
e Organizational Communication e Accounting
e Interpersonal Communication e Marketing
[ ) [ ]

Persuasion Business Writing
SKILLS
Communicating
e Underwent 150 hours of training to learn proper peer counseling techniques
o Developed and delivered a seminar on peer counseling for the American Personal
Guidance Convention, Washington DC, 1988
e Counseled high school and junior high school students
o Solicited services by telephone

e Handled customer complaints

Researching
e Designed, implemented, and analyzed two complete surveys
o Did extensive research in psycho- dramatic and sensitivity training
Training
e Supervised the implementation of peer counseling programs in various high schools
o Instructed other employees in proper food and beverage services
e Tutored two students in College Algebra
e Instructed sorority members in the proper rush techniques
WORK EXPERIENCE
Waitress, Ruby Tuesdays, Kokomo, In, 2008-Present
Salesperson, University Bookstore, Kokomo, In, Fall 2006, Spring and Fall 2007

ACTIVITIES AND HONORS
Peer counselor (high school)
Member of Phi Sigma Sigma Sorority
Dean's List (5 semesters)

REFERENCES (Optional)
Available upon request



