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A chronological resume presents your education and work experience in a straightforward, reverse chronological order format,  
listing your current or most recent job first . If the majority of your work experience is related to your stated job objective, the  
chronological format is generally preferred .

ANH NGUYEN
San Francisco, CA 94121 • 415-555-5873

anguyen@ucdavis.edu • linkedin,com/in/anhnguyen

PROFESSIONAL SUMMARY 
Award-winning sales professional with several years of experience in the consumer products industry and 
strong track record of exceeding quarterly sales quotas. Highly effective at creating and maintaining good 
customer relations and generating repeat business. Proven ability to communicate sales tactics and strategies 
to other professionals through strong presentation skills.

EDUCATION 
Bachelor of Science in Managerial Economics with a minor in Communication  
University of California, Davis, June 2018

 
Carlos University, Education Abroad Program, Madrid, Spain, Summer 2016

SKILLS 
Computer: Proficient in MS Word, Excel, email and Internet Explorer in PC and Mac environments. 
Language: Fluent in Vietnamese, Conversational Spanish (spoken). 
Communication: Able to write clearly and convincingly and give public presentations to large groups.

RELEVANT EXPERIENCE 
EOP Tutor, Davis, California (9/15-present)

 Tutored adult members of the EOP program at UC Davis. This focused solely on college level English 
composition and reading. These students were members of the disabled community and varied in both 
gender, ethnicity and age.

 Marketing/Sales Intern, Progressive Microproducts, Sacramento, CA (6/17–9/17)

 Market personal computer hardware and software. Develop and implement marketing and advertising 
strategies. Design and develop educational and entertainment software for Apple computer system. Participate 
in numerous computer trade shows hosting more than 3,000 visitors and more than 150 vendors.

  

 Management Trainee/Salesperson, Grand Auto, Inc., San Francisco, CA (5/12–9/14) 
Performed full-time sales work for auto parts store with annual sales exceeding $35 million, earning annual 
sales award for 2013 fiscal year. Worked effectively with customers and employees. Maintained a 
large store inventory using a  computerized inventory system. Supervised and trained a sales force of 34 
representatives. Implemented parts department reorganization for enhanced work flow. Developed effective 
in-store and  window displays. 

 

 Salesperson, Consumer Distributing Company, San Francisco, CA (9/11–4/12) 
Performed general merchandise sales for large catalog chain store. Processed over $10,000 per week in cash, 
checks and credit cards, performed inventory control, and completed clerical tasks. Received 7 monthly awards 
for sales performance.

LEADERSHIP 
McNair Scholar (9/15–present) 
Member, Vietnamese Student Association (9/15–present) 
Fundraising Chairperson, Member, Delta Sigma Pi, a business fraternity (9/16–6/17)
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Chronological Format for Career Position

Resum
es and Correspondence

Chronological Format for  
Entry-Level Career Position
The resume below uses a chronological format . Your resume should represent you . Be sure to have your resume draft critiqued by an 
ICC peer advisor or career advisor .

EUN DAE “AUDREY” KIM
1122 Lake Blvd ., Apt . #33

Davis, CA  95616
(530) 757-1234

edkim@ucdavis .edu

OBJECTIVE Environmental Planner position with Zed Consulting

EDUCATION Bachelor of Science, Environmental Policy Analysis and Planning
 Bachelor of Arts, Communication
 University of California Davis expected June 2018

 Related Course Work:  
  Environmental Impact Reporting using GIS, Urban Geography, Urban and 

Regional Planning, Environmental Law, Water Policy and Politics

SKILLS • Familiar with CEQA, NEPA and CWA
 • Working knowledge of environmental impact assessments
 • Proficient in applications of Microsoft Office Suite, ERSI and ArcGIS
 • Excellent writing and editing skills

EXPERIENCE  Planning Intern, Sacramento County Planning and Community  
Development Department, Sacramento, CA 10/17 - present

 •  Created database of employment and housing for Sacramento County .
 •  Conducted jobs/housing balance study as directed by the General Plan . 
 •  Wrote memos and project update reports used to compile reports to county 

administrators .

  National Network of Environmental Management Studies Fellow,  
U .S . Environmental Protection Agency, Philadelphia, PA 6/17 - 9/17

 •  Reviewed and provided comments on Environmental Impact statements .
 •  Formulated plan to coordinate Geographic Information System data with six 

federal agencies .
 •  Participated in significant public outreach efforts .

  Environmental Education Intern, Student Landowner Education and Watershed 
Stewardship Program (SLEWS), Davis, CA 1/16 - 4/16

 •  Planned and led high school students in agricultural and stream corridor 
restoration projects .

 •  Researched and taught students about native species interaction and local 
ecosystem sensitivity .

 •  Designed, constructed and maintained composting piles for on-site teaching 
purposes .

ACTIVITIES Student Member, Association of Environmental Professionals, 2017 - present
 Student Member, American Planning Association, 2016 - present
 Climate Change Conference Volunteer, Focus the Nation, UC Davis, January 2016
 Sustainability Volunteer, Whole Earth Festival, May 2015, 2016, 2017
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You may choose to 
use an objective, a 
professional profile, 
or neither, depending 
on your personal style 
and purpose for the 
resume .

This is a sub-category 
of EDUCATION . 
The title should be 
bold, lower case, and 
 indented . 

If you have performed 
the protocol several 
times you may 
list your ability to 
perform procedures 
used in a lab as 
“adept at,”  “proficient 
in” or other accurate 
terms .

Double majors  
indicate: “Double 
Major in ___ 
and ___” or state 
“Bachelor of Arts 
in ___, Bachelor of 
Science in ___ .”

View Audrey Kim’s cover letter on page 39 and her list of references on page 42.
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