JANE M. DOE
Your_name@student.uml.edu

1 University Ave., Lowell, MA  01854

978-934-2355

OBJECTIVE

A challenging internship in a publishing company where I can utilize my knowledge of editing and grammar to support profitable publishing operations. 

EDUCATION

Bachelor of Arts, English (expected May 2010)
Minor: History
University of Massachusetts, Lowell, MA   GPA 3.4/4.0

SKILLS / COURSEWORK

· Detail-oriented, dedicated, persistent editor.  Strong grasp of grammatical rules and composition.  

· Familiar with Microsoft Office Suite, proficient in Word and PowerPoint.  Experience using QuarkXpress, FrontPage, and Photoshop.  

· Coursework in editing/publishing, writing for media, journalism.
RELATED EXPERIENCE

Tutor, Writing Center, University of Massachusetts, Lowell, MA  (9/08-3/09)

· Reviewed papers and helped up to 10 students per week edit work for course assignments.

· Wrote and designed handouts for use in the Writing Center on topics including research paper writing strategies, proofreading tips, and time management.
· Assisted with strategic marketing of the Center’s programs and services
Intern, Lowell National Historical Park, Lowell, MA (5/08-8/08)

· Greeted visitors and answered questions about the Boots Mill and Mill Girls Exhibits

· Sold merchandise in the gift shop; helped customers locate items and operated register

ADDITIONAL EXPERIENCE

Resident Advisor, University of Massachusetts, Lowell, MA (9/08-present)

· Write and develop marketing materials for ongoing series of residence hall programs

· Act as role model, leader and friend, promote community involvement
· Work with staff to provide safe, clean, healthy living environment for students
· Assist students in transition to college life
Server, 99 Restaurant, Lynnfield, MA (5/08-present)

· Recommend wines, spirits, and sides to customers in a fast-paced, pub atmosphere

· Anticipate and exceed expectations of customers to ensure satisfaction

· Earned “Server of the Month” award three times 
