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  300	
  S.	
  Main	
  Street	
  

Centerville	
  ,	
  Ohio	
  45367	
  

	
  (937)	
  345-­‐7896	
  

connor@gmail.com	
  

	
  

PROFESSIONAL	
  SU
MMARY	
  

Successful	
  human	
  resources	
  professional	
  with	
  8	
  years	
  experience.	
  	
  Skilled	
  in	
  executing	
  

presentations,	
  facilitating	
  workshops,	
  mediating	
  conflicts,	
  and	
  supervising	
  employees.	
  	
  Experience	
  

in	
  assisting	
  clients	
  in	
  retirement	
  planning,	
  negotiating	
  health	
  care	
  rates	
  for	
  2000+	
  employees,	
  and	
  

serving	
  as	
  a	
  strategic	
  manager.	
  

	
  	
   QUALIFICATIONS	
  

Management	
   Supervised	
  4	
  professional	
  employees	
  and	
  8	
  student	
  workers	
  

	
   	
   	
   Oversaw	
  development	
  of	
  STAR	
  RECS	
  program	
  

	
   	
   	
   Coordinated	
  staff	
  trainings,	
  selection,	
  and	
  scheduling	
  

	
   	
   	
   Received	
  Assistant	
  Director	
  of	
  the	
  Year	
  Award	
  

	
  	
  
Interpersonal	
   Collaborated	
  with	
  7	
  other	
  offices	
  in	
  running	
  the	
  annual	
  fundraiser	
  

	
   	
   	
   Served	
  as	
  the	
  mediator	
  between	
  executive	
  managers	
  and	
  employees	
  

	
   	
   	
   Completed	
  “Diverse	
  Peoples”	
  workshop	
  

	
   	
   	
   Performed	
  customer	
  service	
  on	
  a	
  daily	
  basis	
  

	
   	
   	
   	
  

Organizational	
   Upgraded	
  computer	
  programs	
  to	
  be	
  more	
  efficient	
  and	
  effective	
  

	
   	
   	
   Converted	
  the	
  benefits	
  system	
  to	
  be	
  paperless	
  

	
   	
   	
   Facilitated	
  the	
  Benefits	
  for	
  New	
  Employees	
  Orientation	
  4	
  times	
  annually	
  

	
   	
   	
   Chair	
  of	
  the	
  Steering	
  Committee	
  

	
   	
   	
   Provided	
  administrative	
  support	
  for	
  the	
  Director	
  of	
  HR	
  

	
   	
   	
   Completed	
  projects	
  before	
  their	
  due	
  date	
  75%	
  of	
  the	
  time	
  	
  

	
   ACCOMPLISHMENTS	
  

• Promoted	
  to	
  Assistant	
  Director	
  within	
  1	
  year	
  

• Received	
  “Employee	
  of	
  the	
  Month	
  Award”	
  October	
  2006	
  

• Recognized	
  by	
  the	
  University	
  President	
  for	
  outstanding	
  work	
  

	
  
	
  	
   WORK	
  HISTORY	
  

Assistant	
  Director	
  of	
  Human	
  Resources	
   	
   	
   	
   	
   2007–	
  present	
  

Human	
  Resources	
  Coordinator	
   	
   	
   	
   	
   	
   2006-­‐2007	
  

The	
  University	
  of	
  Indiana;	
  Bloomington	
  ,	
  Indiana	
   	
  

	
  	
  
Human	
  Resources	
  Generalist	
   	
   	
   	
   	
   	
   2002-­‐2006	
  

Pricewater	
  House	
  Cooper;	
  Washington,	
  D.C.	
   	
   	
   	
   	
  

	
   	
   	
   	
   EDUCATION	
  

Kent	
  State	
  University	
   	
   	
   	
   	
   	
   	
   2001	
  

Akron,	
  OH	
  
Bachelor	
  of	
  Arts	
  in	
  Business	
  Administration	
  

	
  	
  

While a résumé may serve as your application at many organizations, others will require the completion of an 
official application form. Unfortunately, many jobseekers believe their résumé should be enough and do not take 
applications seriously. They simply complete their application as quickly as possible without paying attention to 
details and then sabotage themselves without even knowing it. The following tips will make your application strong 
and more likely to be noticed:

www.sinclair.edu/services/career

Applications

• Read through the application completely, 
organize your thoughts, and plan your 
answers before you start writing. This will 
help you avoid a messy application and allow 
you to convey your qualifications and skills 
in as few words as possible as space is often 
limited. Make sure to follow the directions 
exactly!

• Print neatly or type your application. 
When reviewing hundreds of applications, an 
employer will not take time to decipher poor 
handwriting. 

• Most applications request the same 
information; carry this information with 
you when applying for jobs. 

• Be honest. If you have felony convictions 
or have been let go from a job, visit with 
someone from Career Services to develop 
the best answer. Your application is a legal 
document, and you can be fired for falsifying 
information.

• Use your full name in the order requested. If 
the application indicates “middle” then write 
your full middle name or place a dash if you 
do not have a middle name.

• Do not write “see résumé.” Many résumé 
styles do not match application formats and 
the information requested may not be part of 
your résumé.

• If you are not sure of your dates of 
employment or wages at a particular 
employer, contact the human resource 
department at that organization and ask.

• Under “position desired” indicate a job 
title. You may list more than one. Stating 
that you will do anything indicates a lack of 
direction on your part and is of little help to a 
potential employer.

• When addressing salary expected, write 
“open” or “negotiable.” You do not want to 
over price or under price yourself.

• Do not leave blanks. If the question does not 
apply, write N/A for not applicable or draw a 
line in the response area.

• You should include internships and 
volunteer work that relate to the position 
desired. This can be done as part of your 
work history section or in an additional skills 
or information section.

• You may be asked for additional 
information or skills that make you a 
good candidate for the position. Be sure 
to include skills you have that the position 
requires.

• You may be asked to identify friends or 
relatives that work for the company. 
Choose your friends carefully. It will be 
assumed you would be a similar employee.

• If possible, have someone review your 
application prior to submission. Check for 
grammar and spelling errors. 

• If the application was mailed, faxed, or 
submitted online, contact the organization 
to verify that it was received.

• A great cover letter and résumé may not be 
enough to counteract the effects of a poor 
application. It would be like wearing a brand 
new suit with your old tennis shoes! Make 
sure your application materials look good 
from head to toe. Time and effort invested in 
a strong application pay off.

Functional

Combination

Chronological
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  Ohio	
  45409	
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  555-­‐9087	
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Objective	
  

To	
  obtain	
  a	
  position	
  as	
  an	
  entry	
  level	
  Communications	
  Coordinator.	
  

	
  	
  
Education	
  

Sinclair	
  Community	
  College	
   	
   	
   	
   	
   Dayton,	
  Ohio	
  

Associate	
  of	
  
Arts	
  in	
  Communication	
  

June	
  2010	
  

	
  
Skills	
  
•	
  	
  Highly	
  proficient	
  in	
  Microsoft	
  Office	
  2007	
  

•	
  	
  Fluent	
  in	
  Spanish	
  

•	
  	
  Writing	
  news	
  briefs	
  

•	
  	
  Presenting	
  material	
  in	
  a	
  clear	
  and	
  concise	
  manner	
  

• Consistently	
  complete	
  job	
  tasks	
  before	
  their	
  due	
  date	
  

• 	
  Able	
  to	
  successfully	
  handle	
  multiple	
  projects	
  without	
  sacrificing	
  quality	
  

	
  	
  
Experience	
  

Media	
  Relation
s	
  Coordinator

	
   -­‐WHIO	
  TV	
  	
  	
  	
   	
   	
   Dayton,	
  Ohio	
   	
   	
  

	
   	
  
January	
  2010–	
  present	
  	
  

•	
  Coordinate	
  weekly	
  press	
  clips	
  packet	
  process	
  

•	
  Execute	
  nationwide	
  television	
  listings	
  project	
  throughout	
  200	
  markets	
  

•	
  Write	
  and	
  service	
  programming	
  notes	
  and	
  media	
  advisories	
  to	
  various	
  media	
  outlets	
  

•	
  Facilitate	
  “New	
  Intern	
  Training”	
  for	
  10	
  new	
  interns	
  

•	
  Assist	
  in	
  developing	
  the	
  Nightly	
  News	
  anchor	
  debriefing	
  

•	
  Help	
  plan	
  the	
  annual	
  “Bring	
  your	
  daughter	
  to	
  work”	
  Day	
  

	
  	
  
Studio	
  5	
  Inter

n-­‐	
  WGBN	
  	
  	
   	
   	
   	
   	
   St.	
  Louis,	
  Missouri	
  

Summer	
  2009	
  	
  

•	
  Responded	
  to	
  over	
  500	
  letters	
  of	
  compliment	
  and	
  complaint	
  

•	
  Entered	
  data	
  into	
  the	
  Media	
  B	
  Database	
  

•	
  Interacted	
  with	
  nightly	
  news	
  anchors	
  

•	
  Coordinated	
  a	
  field	
  trip	
  for	
  all	
  of	
  the	
  interns	
  

•	
  Served	
  as	
  the	
  Student	
  Publicity	
  Officer	
  

•	
  Collaborated	
  with	
  WBTN	
  on	
  a	
  fundraising	
  effort	
  

	
  	
  
Campus	
  Activities

	
  

•	
  Member	
  of	
  Organizational	
  Committee	
  

•	
  Writer	
  for	
  The	
  Clarion	
  

•	
  Active	
  member	
  of	
  Society	
  of	
  Professional	
  Journalists	
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