Example 2-Flexible Electronic Government Resume

Copy and paste your resume into one online field! Resume format and sections can be flexible to feature the Summary of Skills and Education or Experience. This sample lists education first, but experience is also important.

LISA E. REDDEN

SSN: 222-22-2222
Cell: 703-333-3333

10366 Smith Lane

Manassas, VA 20110

Redden77@aol.com
U.S. Citizen: Yes

Veterans Preference: No

Federal Civilian Status: Student Temporary Employment Program (STEP), 12/20xx-05/20xx- 05/20xx, and 07/20xx-08/20xx.
Highest Civilian Series and Grade Held: GS-303-2

OBJECTIVE

Public Affairs Specialist, GS-1035-5/7, Announcement 30303, U.S. Dept. of Agriculture. Food Safety& Inspection Service
SUMMARY OF SKILLS

Self- reliant and focused in academic and professional pursuits.

Outstanding skills in writing and oral communication.

Team player; identify needs and fill them.

Energetic and willing to handle multiple projects

Writing, editing and publication assistant

Research, analysis and information gathering

Able to multi-task and prioritize projects; effective under pressure

Computer proficiencies: MS Office Professional (Word Excel, Access, PowerPoint, and Outlook), Photoshop, ScheduALL, Citrix, Internet, and E-mail.

Office equipment: phones (teleconferencing) and FedEx labelers.

60 words per minute keyboard.

EDUCATION

GEORGE MASON UNIVERSITY (GMU), Fairfax, Virginia 22032.

B.S IN MASS COMMUNICATIOJS AND JOURNALISM, Expect to graduate 20xx

Relevant Journalism Courses:

NEWS REPORTING AND WRITING

Basic news and gathering, journalistic writing. Developing story ideas. Problems associated with handling of news/ features. Professional standards/ responsibilities. 

VISUAL JOURNALISM 

Introduction to nonfiction storytelling in multiple visual media. Photojournalisms, news videography, print/ Web graphics. Conceptualizing stories, information gathering, camera work, editing, presentation strategies for print/ electronic media.

PUBLIC AFFAIRS REPORTING

Reporting news of public institutions, including municipal, county, state, and federal administrative/ legislative agencies and the courts. Politics and public companies.

PUBLICATIONS EDITING
Improving news/ information copy through stylistically correct copyediting/ rewriting. Selection/ editing of news- editorial content for newspapers, magazines, and outline services. Hands- on experience using news judgment to present information in print and on the Web.

OSBOURN PARK HIGH SCHOOL, Manassas, VA 20111. Advanced Diploma, 06/0xx. 

Graduated in the top third of the class.

HONORS AND AWARDS

-Cash Award of $100 for superior performance during summer internship, 20xx

-Art AP Test score 4 out of 5: awarded 4 semester hours credit at GMU.

-Member of the National Art Honors Society, 20xx-20xx

-Won Fire Safety Poster Contest for Camden Country NJ, (First Place) and went on to State competition, 20xx.
TRAINING AND CERTIFICATIONS

Nextec Inc. Herndon, VA.

Completed A+ and Net+ Certification courses. Fall 20xx.

WORK EXPERIENCE

05/20xx to present, 40 hrs/wk, $15.32/hr, INFORMATION SPECIALIST II, Vistronix, Inc., McLean, VA. Supervisor, Sandra Arzabe, 1-800-659-7379 (may contact).

Contract to 08/20xx.

PROGRAM ASSISTANT- COPS MORE (Making Officer Redeployment Effective). 

Maintained a time and attendance database for law enforcement officers on community policing projects on grants from the Dept. of Justice.

DATA ANALYSIS- CIVILIAN SURVEYS: Evaluated grantees’ calculations on community policing projects for a rotational police staff of 100. Analyzed savings for hiring civilian personnel vs. utilizing sworn officers who would ordinarily be performing police duties.

10/20xx to 02/20xx, 20hrs/wk, $10.50/hr, RECEPTIONIST/ ADMINISTRATIVE ASSISTANT, Manpower Temporaries, Manassas, VA. For Cubic Transportation Systems, Chantilly, VA.
ADMINISTRATIVE SUPPORT: provided engineering and business development support. Processed employee timecards, and maintain accurate record s. Made travel arrangements for engineers. Finalized travel expenses reports for Accounting. Maintained inventory of office supplies; prepared monthly order
