Resume Tipsfor BusinessMajors

NOTEITMAJORSSEEEPARATESET/IHANDOUT

Employers are seekirgandidates who have the skills, knowledge, and experience that match thédinthem
see that you are a good fit byé&ping

Oregon Tech Career Services: career@oit.edu j Connect withusthrough Canvasand TECkveb!



SKILLS

Whatever skills you list, have examptgshow you've used those skills in your Projects or Experience.

SKILLS

Applications Macromedia Dreamweaver, Adobed®shop, lllustratorMicrosoft Office(highly proficient in
Excel), and Microsoft Outlook

Operating System#ficrosoftWindows,Apple OS X

LanguageProficientin Spanish

-OR

SKILLS AND ABILITIES

Professional Skills
X Presentations to groups of up tdb0 in both academic and professional settings
X Project leadeship—Ran several class projects incorporating collaboration tools
x Teamwork- experienceas a member and leader of small and large teams

Technical Skills
x Communication Tool&ord, Outlook PowverPoint Prezi
x Collaboration Tools: Trello, MS Teams
x Social Medid ools: Facebook and Instagram page management
X Analytical Tools: Excelrtermediate proficiency (pivot tables, formulas, charts)

PROJECTS / RESEARCH

Particularly for those embarking on a new engineering career, projects are a very important way to show your
applied knowledgeInclude all related projects, including those you have done on your own.

Working on aenior projectis a huge commitment and a considerable accomplishm¥émt. should have as much
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EXPERIENCE

Use short, descriptive bullet pointlsat begin with action verbs e.g., designed, improved) and highlight
responsibilities, skills, and accomplishments. Explain how your adui&d value tdhe company and quantify
results whenever possible. Yoan highlight either the position or the company, whichever you think is more
important.

MANAGEMENEXPERIENCE

Folio
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ChrisNguyen

(805) 5441234 www.linkedin.com/irthrisnguyen chris.nguye@gmail.com

SUMMARY OF QUALIFICATIONS
x 3+ years’ work experience including being promoted into supervisory roles.
X Project management experiencsing Excel and Acees
x Experience leading and working on diverse cffiosstional teams.
X Extensive experience with customer sendrel sales technigas strong interpersonal skills

EDUCATION

Oregon Institute of Technolod®regon TechKlamath Fall©R
Bachelor of Science in Operations Management June 209
Major GPA: 3.6 Overall GPA: 3.4 Dean’s ldquarters

SKILLS

Data Analysis: Excel LOOKUP, PivotTables, PivotChart, Quick Analysis, Formatiaic8t Calculations, Macros.
Other. Minitab, SQL, Access, Statistics

Lean Six Sigma: 5S, DMAIC, Kaizentil@mus Improvement, Lean Manufacturing

Project ManagementGANTT charts, MS ProjeAgile

RELATED EXPERIENCE

INTERNSHIP

Northwest Paper Box Manufacturers, MedfdbiR

Operations Intern 06/18-09/18
x Contributed toa new systenusing Exceb streamline the budgeting process for new projects
x Reorganized inventory system to prevent material shortages while minimizth@ehinventory
X Gave several presentations to upper management, supervisors, and team members

SENIOR PROJECT

Student Sustainakiy Group, Oregon Tech 09/2018-present
x Developing a
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