Sample Content for Resume (  BUSINESS

This handout is intended to assist you with writing action word statements on your resume relating to skills gained, accomplishments, your scope of experience, or quantifiable results.  They are presented by field as a way to help you determine what you might write about on your resume.  These are not intended to be copied, rather as a way for you to begin thinking about skills you have gained during your career-related experience.  Remember, the purpose of your action word statements is to demonstrate to the employer that you have the skills they are seeking.  These skills may have been gained in a setting similar to the one in which you are applying or in a different setting as a transferable skill
Accounting

· Performed external analysis and competitor benchmarking using 10Ks and analyst reports
· Linked several extensive Excel files containing information from each department to create 20xx fiscal year
budget to be used by department managers
Finance/Investment Banking

· Prepared financial statement projections for annual rating agency review, assisted with quarterly forecast process, and reviewed and analyzed business cases 
· Participated in all steps of meetings with hedge fund manager, including pre-research, drafting of questions, attendance at meetings, and final write-ups
· Implemented trades as directed by investment advisor, monitor the status and confirm each trade as it is completed
Human Resources Management 
· Created a spreadsheet tracking newly hired employee paperwork, working with payroll, Health, Dental, Vision, and Life Insurance providers, eliminated six-month backlog and maintained up-to-date records
· Developed and assembled facilitator materials, analyzed program evaluation data, and shadowed and learned roles of team manager 
Information Technology
· Installed and replaced over 1,000 computers throughout ___________
· Consulted on hardware, including installing NIC card and appropriate drivers/software for varying operation systems
· Contributed in team setting to build, enhance, and support custom-developed software benefiting a wide array of manufacturing and administrative operations
Marketing

· Developed new member marketing packets

· Wrote and edited monthly newsletters
· Collaborated with team to design logo, brochure, database for mailing and follow-up survey


· Conceptualized and designed promotional, advertising and publicity materials 
Operations & Supply Chain Management 
· Prepared and placed orders from distribution centers and outside vendors 
· Worked with vendors to expedite shipments and resolved shipping issues
· Analyzed data to anticipate and resolve potential problems
Real Estate 

· Conducted web-based research on property data (MLS, Craigslist)
· Compiled market data and trends, completed property assessments, accompanied Development staff on site tours, and photographed sites and buildings
· Prepared proposals, marketing materials, reports and presentation materials
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