[My Name]
[Physical Address]

[Phone Number] | [myname@gmail.com] 
EDUCATION
[State University]
[City], [State/Country]
Bachelor of Science in Economics, 
Dec 2013
      Minor: Mathematics
· Major GPA: 3.0
· Relevant Coursework: Game Theory, Econometrics, Quantitative Economics, Statistical Modeling,  
           Mathematical Statistics, Matrix Theory/Linear Algebra, Differential Equations, Calculus I,II,III 

WORK EXPERIENCE
Father Owned Financial Advising Office, LLC.
[City], [State/Country]
Administrative Assistant to Owner
May 2009 – Current
· Helped transition firm from a subsidiary of an accounting firm to independently owned business
· Researched prospective clients

· Setup new office

· Constructed marketing distributions directed towards specific audiences and clients

· Developed targeted mailing lists

· Created recurring market update correspondence  

· Interacted directly with clients in servicing their needs

National Financial Advising Company
[City], [State/Country]
Administrative Assistant to Branch Manager
January 2008 – May 2009
· Responsible for maintaining CRM branch database
· Updated and consolidated client data
· Transferred information from old Act! software 

· Archived paper records into company database
· Communicated with clients through email and over the phone

Circuit City Stores Inc.
[City], [State/Country]
Television Sales Associate
August 2006 – June 2007
· Collaborated with 3-5 person team daily in a sales driven environment

· Trained new sales associates
· Helped develop product displays
SKILLS, ACTIVITIES & INTERESTS

Technical Skills: Microsoft Dynamics CRM, Excel, PowerPoint, SAS, Stata 
Activities & Interests: Mountain biking, Hiking, Weightlifting, Cooking, Competitive gaming
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Looking for Extra Help with Your Resume / CV?�


We work with a limited number of clients each month to revamp their resumes / CVs and cover letters and guide them through the recruiting process in the finance industry. We select our clients carefully to ensure that they can truly benefit from our services.





We aim to create a resume / CV that is at least twice as effective as your current one in winning interviews and job offers.





We work with you to extract the key information that will catch the attention of financiers and recruiters, and then we present and position your achievements in the most impressive way possible.





We work primarily with 1) University and Master’s students with significant internship experience; 2) Current investment bankers, traders, salespeople, research and investment analysts, and middle office staff who are looking to lateral or move to other areas in finance, such as sales, investor relations, capital markets, equity research, corporate finance, private wealth management, and the buy-side (private equity, hedge funds, and asset management); and 3) Career changers who want to break into finance in one of those areas at the MBA-level or above.





This service is NOT for you if you’re a 2nd year university student with no previous internships.





If, however, you think you would be a good fit for our services and you’d like to work with us 1-on-1 to create a more effective resume/CV and cover letter, and to improve your networking strategy, elevator pitch, and interview skills, you can learn more about our services by clicking the links below:





See  all our resume editing/coaching package deals and learn�how you can get your own customized Action Plan, plus significant�1-on-1 assistance in the recruiting process to help you�land finance interviews and offers.





� HYPERLINK "http://www.mergersandinquisitions.com/investment-banking-resume-review/" ���





Or: �HYPERLINK "http://www.mergersandinquisitions.com/services/"�View Our Resume & Coaching Package Deals�














