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Amy Federal
10 Berry Mill Road, Fairfax, VA 22030

Email: amy.federal@gmail.com • 000-000-0000
Citizenship: United States	 Security Clearance: N/A
Highest Federal Civilian Grade Held: N/A	 Veteran’s Preference: N/A

WORK EXPERIENCE
Systems Analyst and Research Intern, May – August 20XX
University of Maryland Medical Center, 737 W Lombard St #116, Baltimore, MD 21201
Supervisor: Mary Will, (000) 000-0000; Yes, you may contact
Salary: $18/hour; 20 hours a week
Helped six departments in the Center enter, retrieve and manage data for 1,000+ patients using the hospital’s 
specialized software. 

RESEARCH SKILLS: Worked with researchers on patient follow-ups for longitudinal studies. Evaluated project 
proposals to assess feasibility issues and provided alternatives. Consulted with management, and technicians to 
determine computing needs and system requirements. Utilized updated systems to locate patients whose next visit 
was approaching to send them an appointment message.

Resident Assistant, August 20XX – May 20XX
University of Maryland, 2101 Annapolis Hall, College Park, MD 20742
Supervisor: Pat Employer, (000) 000-0000; Yes, you may contact
Salary: unpaid; 10 hours a week
Supervised a floor of 40 residents and created programs and activities designed to meet the needs of residents on 
the floor. Served 8 hours of on-call duty once a month.

COMMUNICATION SKILLS: Presented information to students about emergency procedures. Communicated 
resource referrals to students on an individual basis by analyzing their needs and providing contact information to 
campus support offices. Educated residents on public safety rules and communicated infractions to the appropriate 
support office. Logged written details related to judiciary, maintenance, and program evaluations into a secure 
database.

ORGANIZATIONAL SKILLS: Planned over 10 community development programs for 150 residents. Decided on 
program topics by analyzing residents’ needs and knowledge level of campus resources. Recruited guest speakers 
to present on topic areas and reserved space for each event. Created an advertising campaign for each program by 
developing fliers, posting to social media, and using word of mouth strategies.

EDUCATION
University of Maryland, College Park, MD, May 20XX
Bachelor of Arts in Psychology
GPA: 3.4/4.00  Credits Earned: 132 Semester hours
Relevant Coursework, Licenses and Certifications:
CERTIFICATE: Certificate in Latin American Studies; University Honors Program Citation
STUDY ABROAD: Spent three months in Chile studying Contemporary Chilean Culture and Society
HONORS: Pimannum Honor Society (April 20XX); The National Society of Collegiate cholars (November 20XX) 

ADDITIONAL INFORMATION
LEADERSHIP EXPERIENCE
Member, Intramural Soccer, UMD, September 20XX – Present
Member, Cyber Security Club, UMD, August 20XX – Present
Volunteer, Obama Campaign, January – November 20XX

- Canvassed and operated a phone bank for the campaign office in Price George’s County.

SKILLS
Computer: SPSS software, SATA (Data Analysis and Statistical Software), Argo, Python, Social Media tools, 
Emerald, MS Excel, MS Word, MS PowerPoint, Photoshop

Sample Resume
GRADUATE

APRIL SUMMER
2222-22 Rhode Island Avenue, NE 

Washington, DC 20002
202.222.2222

asum2000@umd.edu

PROFESSIONAL SUMMARY
• � Extensive experience writing within multiple genres, including literary criticism and creative fiction.
•  Excellent research skills, including training in archival research methods.
• � Strong background in African American history, culture, and literature including over 8 courses 

dedicated to African American and minority discourse.

EDUCATION
Master of Arts, English Language and Literature	  Expected May 20XX
University of Maryland, College Park, MD

Thesis
“Mapping the Modern in Pauline Hopkins’ Of One Blood and W.E.B. Du Bois’s Dark Princess”

Relevant Coursework
Transnational American Literature	 Caribbean Literature
African American Literature of the Nadir 19th Century American Literature

Areas of Interest and Research
•  19th and 20th Century African American Literature
•  Relationship between racial and gender perceptions and popular culture
•  Literatures of the African Diaspora
•  Hemispheric and Transnational Literature
•  Domesticity, empire, and nationalism, citizenship and gender in African American Literature
•  The African American “romance” novel 

Bachelor of Arts, American Studies	  May 20XX
The George Washington University, Washington, DC

Thesis:
“The New ‘Mulatta’: Representations of African American Womanhood in Popular Culture”

Relevant Coursework
Literary Theory	 African American Women’s Fiction
US Cultural Criticism	 Ethnicity and Place in Literature

Academic Honors and Awards
Phi Beta Kappa
Honors for Excellence in Scholarship in American Studies, The George Washington University

Study Abroad	  September 20XX - December 20XX
Temple University Rome

SCHOLARLY PRESENTATIONS
“The House that Hopkins Built: Domesticity and Citizenship in Pauline Hopkins’ Contending Forces.” 
Graduate Conference, SUNY, NY, February 20XX; and Graduate Conference, George Washington 
University, Washington, DC, March 20XX

Invited respondent to Ivy Wilson’s “Black Diaspora and Revolution in 19th Century African American 
Poetry.” University of Maryland, College Park, MD, 20XX
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RELATED WORK EXPERIENCE
English Instructor	  September 20XX - May 20XX
Pre-College Programs, University of Maryland, College Park, MD
• � Instructed and assessed entering freshman and rising high school seniors in contemporary American fic-

tion, poetry, and non-fiction, rhetoric, writing, and literary analysis.
• � Provided additional support in study skills and note taking in college-level classes.

Research Intern	  May 20XX - August 20XX
Anacostia Community Museum of African American History, Washington, DC
• � Performed archival research on 19th Century Anacostia organizations and communities for the 

museums’ forthcoming “Across the River” exhibit celebrating Anacostia’s local and national 
achievements.

English Instructor	  May 20XX - August  20XX
Freedom School, Philadelphia, PA
• � Created daily lesson plans for middle schools students focused on increasing literacy and improving 

critical thinking skills.
• � Provided personalized interim and end of the summer assessments for students noting their academic 

progress, as well as areas of improvement.

Research Assistant	  February 20XX - May 20XX
American Federation of Teachers, Washington, DC
• � Compiled research data for the annual AFT publication of Making Standards Matter. 
• � Designated person for information on teaching standards, classroom procedures, and educational mate-

rials.

MEMBERSHIP AND AFFILIATIONS
• � University of Maryland African Diaspora Reading Group
• � Modern Language Association

ADDITIONAL WORK EXPERIENCE
Marketing and Public Relations Coordinator August 20XX - Present
University Career Center (UCC), University of Maryland, College Park, MD
• � Write and edit monthly press releases, emails and short marketing text for programs and events.
• � Create and distribute monthly event calendars.
• � Coordinate UCC Maryland Day involvement—plan activities, coordinate logistics, and supervise team of 

staff members and 10 student employees.

Marketing Analyst	 February 20XX - August 20XX
Condé Nast Publishing, New York, NY
• � Created and distributed weekly sales reports to editors and marketing coordinators for over 20 

magazine titles.
• � Collaborated with editors on special marketing projects aimed at evaluating performance of cover 

designs.

Product Manager June 20XX - February 20XX
Source Interlink, New York, NY
• � Worked as part of a team that coordinated the national launch of Marvel Comic Books in Barnes and

Noble, included organizing, distributing, marketing, and displaying 18 individual titles.
• � Maintained current publisher accounts including sales analysis, solicitations, new distribution, 

distribution changes, in store expansions, and receiving problems.
• � Served as liaison between distribution centers, publishers and printers to ensure timely production of all 

weekly and monthly magazines.

FEDERAL RESUME TIPS
Use the example to the left to gain ideas of how to 
highlight your skills and experiences on your federal 
resume.

Include Required Information:

•  �Agencies will want to know your location of
preference, previous federal experience, citizenship,
GPA, previous employer’s contact information, etc.
More information is requested, compared to the
private sector resume.

Be Descriptive:
•  �Provide concrete examples of desired skills. Consider

using the STAR method to articulate specific examples
of your skills, including the tasks required, actions you
took and the results.

•  �The paragraph form is more accepted on a federal
resume because it makes this type of experience
sharing easier.

Format:
•  Federal resumes may be up to two pages in length.

•  �You may use personal pronouns sparingly.
•  �If you are applying outside of USAJobs, follow all

application instructions closely. Agencies vary on
application material preferences.

•  �Some agencies may accept paper resumes at
career fair or networking events. Consider adding an
objective and make sure the format is easy to read
and highlight your skills.

Customize:
•  �The USAJobs Resume Builder only offers a couple

of section headers in a certain order that cannot be
changed. But you can include customized headings
within those sections to highlight a desired skill,
project, honor, or leadership experience.

•  �Identify the required skills for each position on
USAJobs under the “Qualifications” section as well as
in the “Vacancy Questionnaire”. Include examples of
those skills in your “Work Experience” section.

•  �Consider including an objective that details what you
are applying for and why you are interested in that
agency. The intelligence community especially looks
for this information.
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