ILLINOIS INSTITUTE OF TECHNOLOGY

Contents:
Introduction, p.1
General Guidelines, p.1
Resume Contents, p.1-2
Resume Format, p.3
What Not to include on a Resume, p.3
Electronic and Scannable Resumes, p.3
Information for Experienced Job Seekers, p.3
Resources, p.3
Resume Pre-Work Guide, p.4
Resume Thesaurus, p.5-10
Sample Resumes A-F, pp. 11-17

Stuart School of Business Resume Writing Guide




A resume
your qualifications what you have to offer

AN EFFECTIVE RESUME WILL:
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RESUME PRE-WORK:
Effectiveness in generating job interviews and offers will depend on your ability to communicate your skills and competencies to
employers.
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GENERAL GUIDELINES FOR A RESUME:
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RESUME CONTENTS:
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» Objective Statement
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o
e 9 ¢ Four years of broad-based management experience, including operations, analysis, budgeting, and process

improvement; demonstrated track record of managing multiple projects and providing quality, on-time deliverables.
Experienced in managing staff; excellent communication and interpersonal skills.
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» Special Skills
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«  Community or Civic Involvement
o ? : b
= Professional Affiliations and/or Status
o > :
- Military Experience
o . : F

e Interests/Activities
o ( 2A( §
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RESUME FORMAT (SEE ATTACHED EXAMPLES):
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Formatting Guidelines:
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WHAT NOT TO INCLUDE ON A RESUME:

#
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ELECTRONIC / SCANNABLE RESUMES:
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ADDITIONAL RESOURCES:
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RESUME PRE-WORK GUIDE

* . *
&

Your Title:KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
Start month/yeartKKKKKKKKKKKKKKKKKKKKKKKKKKK  End month/yeartKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
Employer/OrganizationtKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK LocationiKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK

Description of the Business:
KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK

Job Description) B <B <k

KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
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e D <

S5KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
3KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
EKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
1KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
B6KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
OKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
NKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
PKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK

9 b
For example, “Achieved 15% increase in sales through implementation of a new business strategy”
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RESUME WORD LIST

Action Verbs By > = D
Industry And Skill: ? D
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Teaching/Training:
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Technical:
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Action Verbs
Thesaurus:
Accelerate

H &40

Accomplish

Achieved

Activated
9 :

#

J
Adapted

§

Addressed
Adjusted

Administered

9
/
#

Advanced
9

Advised

Advocated
9
Aided

Allocated

Analyzed
D

Answered

Applied

’
*

Appraised

9
9

#
J

Approved

Arbitrated
¢

*

Arranged

lw)

?
?
#

Assembled

#
Assessed

9

Assigned

/
e\ttained
/

B
@udited
.

#

Augmented

9
9
9

Authorized

Awarded

9

Balanced
"

Corresponded
?

Began

Boosted

Built
>
Calculated

9

Captivated

Cataloged
9

(
Charted

D
D

('Zhecked
.(Elarified
9

#
(.Zollected
/
(.Zombined

Connected
G

(

*

Communicated

D

Compared

9
>

Conceived
9
J

Completed

9

Composed

>

Condensed

#
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Conferred

/
/

Consolidated

*

Constructed

Consulted

Contributed

Controlled

Converted

>

#

Conveyed

Convinced

#

Coordinated

Corresponded

Counseled

D

#

Stuart School of Business

Created

SVIAVAR N

Critiqued

Cultivated
D
9

> >V

Decided

#

Defined
D

Delegated

#¥N\NOO

Demonstrated
D
9

#

Designed

Detected
9

Determined
D
D

Developed

9
9
9

Devised

Diagnosed
D
D

Directed

/

>

Discovered

’
*

Displayed
9

#
Distributed

D
D
D

Documented

Drafted

Educated
D

Effected

9

Eliminated

D

Emphasized

HV Il ©

Employed
9
9

*

Encouraged

A

Enforced
9
9
>

B

Enhanced
D

>

Enlarged

D
9
9
Enlisted
9
G
Ensured

D
9

#

Established

9

Estimated

Evaluated

9

Executed

Expanded
D

Experienced

#
J

Explained

9
9

Expressed

#
#

Extended
9
?

Fashioned

Focused
Formed

D

Formulated

1 © OO

Furnished
9

#
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Gained 9 Introduced > /

9 > : #
. 2
- Implemented Opened
" " Invented Measured
9 9 " D "
9 D / 9
# #
Gathered Involved Mediated ,
" Improved " ,
" 9 ' #
D *
D Incorporated
" Issued Merged Orchestrated
Generated 9 9 "
" > "
? - =
- Increased >
9 Joined > *
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" , " Mobilized Ordered
D " " "
9 Influenced , " "
. > - “
Granted - D
" Judged ?
- " Modified ,
- Initiated D "
" D " Originated
Guaranteed , "
" (
B Launched "
Inspected Monitored "
Guided 9 " " "
" # 9 ?
D # B /
Inspired ? Motivated
Handled 9 >
9 Lead (led) / >
/ " > ?
> Installed D - -
2 / ,
* # Outlined
Headed Instituted Lectured Negotiated D
b ' b " D
D 9 " #
? Listened "
( " Overhauled
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9 # >
9 Instructed Located ?
" - Navigated -
D - D ,
# > ,
Hired #
" Interpreted Observed Oversaw
9 D Maintained D "
9 9 - A ?
9 - A #
Identified # - #
D Integrated # #
, : J Participated
" Managed 9
lllustrated " Obtained ¢
" * D . _
D / / #
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Performed

?

Persuaded

Pinpointed
D
D
D

#

Pioneered

?

Placed

Planned

Presented

D\ O

Presided
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Prevented

D

Printed

#
B

Processed

Produced

NV N\

Programmed
#
#

Projected

© O o

Proposed

D

Proved

H* © © OO

Provided

#+N\NOO

Published

D

Purchased

Qualified

Rated
G

Reached

Realized

J

Recommend

Recorded

10

>

Reduced
D
D

(
(

Referred

Refined

Regulated
-y

Reinforced
9

#

Related

Replaced

#

Reported
D

#

Represented
D
D
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Responded

Responsible

(

Restored

Reviewed
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Scheduled

Screened

#
#

Searched
9

#
#

Secured

Selected

>
>

Simplified
#

Simulated

Solved

B

Specialized
9

#
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Specified
>

A
Started

9
?

Streamlined
#

Strengthen

Suggested

Summarized
#
#

Supervised
?

#

Supplied
D
D

Supported

*H*H 1 © O

Surpassed
9
9

Surveyed

Sustained

9

*

Synthesized

*

Systematized

?
?

Targeted

Taught
D
9

Terminated

Tested

D
9

Totaled

#

Tracked

Traded

9
#

Trained
9

Transformed

Translated

11

Transmitted
D

#

Uncovered
D
D

’
*

Undertook
9

Unified

Updated
> :

Upgraded

9

Used

*H Il ©©

Utilized

* Il ©

Validated

G
J

Verified

G
J

Widened

Won

Worked
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This resume format is appropriate for an entry or mid-level job seeker or a recent graduate.

JANE R. SMITH
5050 S. Lake Shore Drive, Apt. 303
Chicago, IL 60615
(312) 555-1234
jsmith@stuart.iit.edu

SUMMARY

Finance professional with three years of equity trading, software development, and project
management experience and MBA specializing in Financial Markets. Fluent in English and Spanish.
Able to build highly motivated project teams and keep up to date with changes in the industry.

EDUCATION
STUART SCHOOL OF BUSINESS Chicago, IL
lllinois Institute of Technology June 2005

Master of Business Administration — Financial Markets
e Coursework included Futures and Futures Markets, Quantitative Methods in Financial Markets,
Options and Options Theory.
e Member, Financial Markets Club
e GPA: 3.4/4.0

UNIVERSITY OF CHICAGO Chicago, IL
Bachelor of Arts — Economics June 1999
e University of Chicago Scholarship for academic distinction
 Coursework included Macroeconomics, Business Ethics, and Finance
e GPA: 3.8/4.0

EXPERIENCE
SMART BROTHERS New York, NY
Technology Project Manager — Investment Banking June 2000 — July 2002

e Managed project teams to develop profit and loss systems for Proprietary trading group
 Promoted to project leadership role in two years

e Led team of six analysts in firm-wide project to reengineer loan syndicate trading flows

* Reduced overnight processing time from six hours to 20 minutes

e Devoted 20-25 hours per month to instructing junior members of the team in interest accrual
e Selected to work on high-profile project to reengineer corporate bond trading P&L system

« Appointed lead developer of interest accrual team.

e Initiated and designed project to create customized, improved interest accrual applications

FINANCIAL TECHNOLOGY GROUP New York, NY
Analyst June 1999 — May 2000
« Developed cutting-edge analytic software for use by Wall Street traders
e Collaborated daily with clients to create and implement customized strategic software solution
for equity traders
e Helped create and deliver extensive training program for clients
e Initiated, created and documented new firm-wide standard for software module development

OTHER

* Winner of Mastermaster.com stock trading competition in November 2000
« Proficient in MS Office, C++, SQL
e Fluent in English and Spanish
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This resume format is appropriate for an entry or mid-level job seeker or a recent graduate.

JOHN B. SMITH
987 Adams Street Chicago, IL 60661  312.555.1234
jbsmith@stuart.iit.edu

OBJECTIVE

EDUCATION

EXPERIENCE

SKILLS

ACTIVITIES/
AFFILIATIONS

A position in corporate finance using proven problem-solving, analytical, and interpersonal skills.

STUART SCHOOL OF BUSINESS, Chicago IL

Ilinois Institute of Technology

MBA, expected May 2006

Financial Management Concentration

GPA: 3.8/4.0

Course highlights: Investment and Portfolio Management, Cases in Financial Engineering and Policy,
Financial Risk Management

OHIO STATE UNIVERSITY, Columbus OH
BS in Business Administration, May 1995
GPA: 3.5/4.0

ADVANTAGE COMPANY, Williamsville NY
Analyst, September 2003 — November 2005
e Helped to reduce company’s $1million account receivable to $400,000 in 18 months without
reduction in sales volume.
< Negotiated a rate decrease with check guarantee vendor resulting in $5,000 savings.
e Acted as relationship manager between the company and sales representatives.
e Created database reports to provide essential information for operational analysis.
e Evaluated credit for new accounts to reduce bad debt.

PRAXAIR, INCORPORATED, New York NY
Corporate Audit Intern, May 2003 — September 2003
e Conducted year-end compliance audits of production facilities throughout the United States.
e Created an audit profile for the company’s Medigas division.
e Developed a solution to high telephone expenses
e Recognized areas for improvement and worked with local management to implement new
designs.

M&T BANK, Buffalo NY
Finance Intern, May 2002 — May 2003
e Analyzed float operations of newly acquired bank for Assistant Vice President of Technology
and Banking Operations.
e Recommended ways to minimize cost of combined float operations.

Computer: Proficient in MS Office, FrontPage, Access, HTML, Lotus Notes, Pagemaker,
Visual C++, JavaScript
Language: Fluent in English, Chinese

Vice President, Graduate Management Association

Webmaster, National MBA Consortium

Practice Interviewer, Stuart School of Business Career Management Center
Member, Winning Team in the IBM Career Advantage Competition

Stuart School of Business 13 Resume Writing Guide




This resume format is appropriate for an entry or mid-level job seeker or a recent graduate.

EDUCATION

EXPERIENCE

Summer 2003

1998-2002

1997-1998

1996-1997

Summer 1995

ADDITIONAL

JAMES FREEMAN
8976 Peachtree Circle  Aurora, IL 60504
james.freeman@stuart.iit.edu ¢ 847.909.3971

ILLINOIS INSTITUTE OF TECHNOLOGY Chicago, IL
Stuart School of Business

Master of Business Administration, August 2004

» Emphasis in Marketing and Finance

» Member of Toastmasters

* Recipient of merit-based business school student scholarship

UNIVERSITY OF ILLINOIS Chicago, IL
College of Business Administration

Bachelor of Arts in Economics, June 1996

* Chair, University Hunger Action Project

* Robert C. Byrd Honors Scholar

« National merit finalist

ZORBA FOODS, LLC. Camden, NJ
Associate Marketing Manager Intern

* Forecasted quarterly sales based on market research and consumer data

« Developed marketing strategy to increase usage among college students

» Created market test to determine success factors prior to national launch

COGNIZANT MARKETING Austin, TX
Independent Marketing Consultant

» Identified two attractive $1 billion market segments and created a market entry plan

» Led cross-functional team from sales, development and marketing to determine product strategy

* Created positioning strategy and marketing plans based on market feedback

iPLANET/EMPHASIS Austin, TX
Assistant Director of Marketing

* Built iPlanet brand from inception to $30 million acquisition by Emphasis

» Created unique transaction model resulting in successful trial and $5 million in funding

« Conducted direct marketing campaigns with 7% response rates

* Achieved highest levels of aided and unaided awareness among eight largest competitors

 Analyzed competitive market to identify attractive segments and create optimal entry strategies

CENTER FOR PRODUCTIVITY AND QUALITY Houston, TX
Senior Marketing Analyst
« Drove product introduction by conducting market research to understand emerging demand trends
* Increased profitability per study by 9% while reducing cycle time 19% by initiating changes to
study methodology.
* Led cross-functional team to identify cost saving opportunities throughout the company

CAPRICORN CONSULTING Cambridge, MA
Analyst

» Created segmentation strategy for division of chemical company, increasing sales by $3 million

* Built model to determine demographic factors driving store profitability for retail chain in UK

* Analyzed quantitative data to recommend optimal pricing structure

* Volunteer since 1990, Red Cross, Habitat for Humanity
» Member, American Marketing Association
« Proficient in Microsoft Office, Access, and Adobe Photoshop
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This resume format is appropriate for an experienced job seeker with 7+ years of professional experience.

JOHN SMITH
583 Chicago Circle 312-555-1234
Chicago, IL 60202 jsmith@stuart.iit.edu

EXECUTIVE PROFILE

Results-oriented leader with experience in marketing and general management. Team focused problem solver
with excellent quantitative and analytical skills. Demonstrated ability to lead through a process of growth,
acquisition and change. Values, customer and service driven.

- Strategic planning and value creation < Supply Chain Management

= General Management, Finance, Operations - B-to-B and B-to-C Marketing

« E-business, E-procurement - Highly competent with MS Office, Lotus 123,
« Customer Relationship Marketing Map Info, Microsoft FrontPage

PROFESSIONAL EXPERIENCE

ABC, Incorporated, Chicago IL 1995-2005
Technology products division of a $900 million manufacturer and distributor

Vice President and General Manager (1999-2005)
Exercised full P&L responsibility and leadership autonomy to implement sound business practices to support
a growth strategy. Directed full range of operating activities from product acquisition and supply chain to
marketing and front-end service. Accountable for 30 associates, $20 million budget, and all business
planning.

e Developed and implemented strategic plan for rollout of successful $40million catalog, direct mail

and direct sales business from integrated entity to stand-alone unit following acquisition.

« Negotiated acquisition of two companies and integration into existing operations.

« Reduced operating expenses and working capital more than 20% while maintaining sales growth.

e Coordinated expansion of business into new territory.

e Recruited, trained, and supervised full- and part-time employees.

e Reduced shipment times by redesigning warehouse.

« Improved call center operations through enhanced training and customer service practices.

e Led initiative for e-commerce and e-procurement development.

Director of Marketing (1997-1999)
Achieved profitable sales growth in a highly competitive, consolidating industry with a decentralizing
customer base. Complete responsibility for all marketing and merchandising activities, profitability, product
line direction, vendor negotiations, pricing , new market development and sales force interaction.

e Led sales and profit growth to more than double the industry average.

e Conceived and sourced new products totaling 10% of overall company sales in two years.

« Increased average line and average order sales value by over 30% in three years.

» Reduced key product costs by greater than 20% through strategic supplier program.

e Led product sourcing, vendor negotiation, design, production and distribution of two 15,000-item

catalogs, under budget.
« Developed new business segments, each surpassing sales plan in first six months.
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John Smith — Resume, Page 2

Marketing Manager (1995-1997)
e Achieved 200% sales growth through new vendor sourcing and line extension for specialty products.
« Increase company’s market share by more than five points in a highly competitive industry.
e Designed company’s first marketing information and customer research database.
e Created and executed compressive research study addressing brand awareness and customer buying
habits.

DEF, Incorporated, Buffalo Grove IL 1990-1995
Multi-site manufacturer and distributor of medical and scientific equipment and supplies.

Product/Marketing Manager (1993-1995)

Forecasting Supervisor (1992-1993)
Buyer/Inventory Analyst (1990-1992)

EDUCATION

Masters of Business Administration, Stuart School of Business, Illinois Institute of Technology, Chicago IL
Concentration in Marketing, June, 1990

Bachelor of Business Administration, University of Michigan, Ann Arbor Ml
Major in Marketing Communication, June 1987
PROFESSIONAL AND COMMUNITY AFFILIATIONS
Member, American Marketing Association
Member, National Association of Wholesalers

Director, March of Dimes Local Chapter
Director, University of Michigan Alumni Club, Local Chapter

Stuart School of Business 16 Resume Writing Guide



This resume format is appropriate for an experienced job seeker with several years of relevant work experience.

Jane Smith

OBJECTIVE
ren # % # # # # # & # & #°
EDUCATION

Stuart School of Business, Illinois Institute of Technology

C #C & # #OH# ) #
*+ - i}

/ : ## # O 12 # # 3 # "# 45 &
1 # "3 + C & # "# 0 12 # # 6 # w(C# #
% + -02 % & # "t HB HH# W &# # # #7 #
2 7 # + # 7 '

University of Illinois
3’ #+ " " ( "
*+,- 8.

ADVERTISING AND MARKETING EXPERIENCE

Leo Burnett USA

C & # # #)# " 9%  #

e 02 % % # % # # & #

. ; % #% %

e 02 % % # % # ' < # =
Sunset Foods / # + &

” # O C & # 9) "
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e 02 % # % #5
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American Marketing Association

# #)# " 9) #

e ? & 5 #HO#H % & # %

e @ #! # % #H# # % . @

ADDITIONAL EXPERIENCE

University of Illinois Alumni Association, % #
> # ) # AMAOC T

. # # # & # % ## # % # &

- |, # # " # #5 # " # # 5 # #

SKILLS

Computer- + * # #( # # + -0 5 2 (> #+ C @ + % B &
Language- > # # 1# # #
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This is an example of a scannable or email resume

JANE SMITH

Box C-23123

Chicago, IL 60640

Phone: 312-555-1234

E-mail: janesmith@stuart.iit.edu

OBJECTIVE
Health management position utilizing my education, experience and communication skills
QUALIFICATIONS SUMMARY

Several years experience and education in health management, leading to the development of
communications, client relations, order processing, interpersonal, accounting, marketing, health
policy, leadership, and management skills.

EDUCATION
MBA, Stuart School of Business, lllinois Institute of Technology, Chicago IL, May 2000
Concentration in Healthcare Management

BS., University of Michigan, Ann Arbor, MI, May 1998
Major in Health Sciences

EXPERIENCE

Stacey G. Houndly Breast Center Foundation, Chicago, IL

Assistant to the Director, February 1996- October 1997

-Developed brochure introducing programs offered by the Foundation
-Screened applications for clerical positions in the Foundation
-Created interview process for hiring new professionals

-Dealt with donors and organized fundraising events.

General Electric, Chicago, IL

Human Resources Intern, Summers 1994-1996

-Revised COBRA benefits package system.

-Developed brochure introducing programs offered by personnel office
-Provided healthcare benefits counseling to staff members and new hires.

SKILLS

Computer skills: MS Office, Access, People Soft, HTML, C++
Language skills: Fluent in English, Spanish and Polish
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