
Stacy Smith
4321 North Canyon Drive, #2, Las Vegas, NV 89118

Telephone:  (702) 555-9876   E-mail:  sassystacy@gmail.com 

Skills 
•	 Create and maintain all budgets  for the four (4)  conference  currently owned by Genesis, LLC – Small Business 

Expo, Genesis Exchange North America, Genesis Exchange Europe and New Media Business Summit.
•	 Vet and hire all vendors for conferences – General Service Contractor; Facility, Food & Beverage (Catering), Utilities 

(Internet, Electrical, etc), Security, Temporary Labor, Registration Company, Graphics Company, Travel/Housing 
Company.

•	 Vet and hire all independent contractors used for on-site services during all conferences.
•	 General service contractor experience, including: collaborating with clients (show managers/associations) to collect 

information;	floor	plan	management;	writing	work	orders;	overseeing	the	creation,	approval,	and	distribution	of	
exhibitor	service	manuals;	developing	show	look	for	graphic	requirements;	working	with	internal	departments	to	
ensure	completion	of	work	orders;	overseeing	set-up	and	tear	down	of	shows;	generating	show	management	invoices	
and following up until collected . 

Employment History

December 2010 – Present  Genesis, LLC                Las Vegas, Nevada
Operations Manager
October 2007 – November 2010  ACME Exposition Services Las Vegas, Nevada
Account Manager
October 2005 – 2007   Main Street Services   Las Vegas, Nevada
Event Coordinator 
  

Education

University of Nevada, Las Vegas, January 2012 – Present: Pursuit of Bachelor’s Degree in Accounting 

R eferences 

Sam Champion    Event Expressions
VP of Business Develpment  
1000 West Sunrise Road
Las Vegas, NV, 89118
702-650-1000 

Judy Seagal    Genesis, LLC
Director of Registration
29999 Desert Way
Las Vegas, NV, 89118
702-900-2222
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Ted Porter
1432 Vallejo Street
Las Vegas, NV 89115
702-321-4321
tedporter123@yahoo.com 

Objective
Ted’s most significant asset is that he has the drive and motivation to conduct himself to do any type of work; being 
manual labor or professional type work. Since he has never held a job before, he has the will power and push to learn 
about a specific job, conduct that job, and finish it completely without any annoyance, and or difficulty.  

Professional Experience
Ted  is goal oriented and self-motivated; motivated by his drive to complete his dream goals in life, so that one day he 
may retire a happy man. This self-motivation was built up thanks to his participation on his High school football team. 
For four years Ted gave his all pushing himself during the long hot days of summer practice. With the zeal to become 
the best offensive lineman on the Davis Spartans football team; Ted successfully became a team captain by his senior 
year. Now he had a job of motivating others who too were aspiring to win, work hard, and be the best they could be just 
like him. He gladly accepted the offer, and became a well-spoken motivating teammate. Thanks to football Ted knows the 
responsibilities of being a team leader, how to motivate that team, and how to conduct himself around a team, while also 
knowing the feel of hard work, and long days.    

Activities
Sports-Football, Baseball 

Clubs-Avid; since 8th grade Ted was in this college readiness course, which taught the importance of scheduling time, 
being organized, and most importantly getting into college. Thanks to this class Ted was ready for college after graduation 
in May of 2010, and is now a 3.1 G.P.A holder at Jefferson River College.  

Ted volunteered  while in high school as a youth coach for the Centennial High Tigers, for the 2009-2010 season, and also 
twice for the now closed Davis High Spartans during the 2007-2008 seasons.  Ted’s duty while as a youth coach was to 
help on the defensive line and special teams. He did his duty with much passion for both the game and his team. 

Ted also volunteered at many church events, being an Usher at his home church World Evangelist Ministries, in Paradise, 
NV. There he steered church goers to their seats, and ran an Usher team of about 4-5 Usher’s whose ages ranged from 
5-10 years. 

Community Service
Ted has some prior community service work to take into account, such as helping at Trinity Church right here in Las 
Vegas. There he did light office work, putting together the Church program and constructing the church’s agenda via 
Microsoft Word for the following Sunday’s service. 

Ted also participated in feeding homeless people through his church. 

Education  

Davis High School graduate class of 2010

University of Nevada; one completed semester summer of 2010

Jefferson River College
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Condense 
copy so it’s 

short,  
concise and 

to the point.

Irrelevant

Format on one or two 
lines to save space

This commentary  
belongs in a cover letter.

Avoid referring 
to himself in 
3rd person.

This reads 
like a personal 

essay. Avoid 
narrative  

format. Bullet 
out content  

so it’s easier  
to read.

No professional experience is listed, and no activities related  
to the accounting profession. This is irrelevant for a resume  
unless he’s applying for a football coaching position.

Move to education section. It’s generally not necessary to mention GPA 
unless it’s particularly noteworthy. Not that a 3.1 GPA is bad, but not 
sure it’s going to really grab a hiring manager’s attention.

Move to  
community  
Service  
section

Separate out  
volunteer  

activities so  
it’s clearer  

and easier for 
hiring managers  
to understand.

Don’t be too casual!

No mention of the applicant’s skills such as software, languages, etc.

No explanation of whether he graduated and when. Also does not mention what 
has major is, which is what the hiring manager will want to know most about.

PROOFREAD! 
There are too many typos  

and grammatical errors to count  
in this resume.



Summary: Financial professional who has completed three sections of  the CPA exam, seeking a career transition 
into accounting. A quick learner known for taking initiative and being able to work efficiently with minimal supervision. 
Able to prioritize, multitask and adapt quickly while delivering quality results to team, management and clients.

Professional Experience 
Institutional Investors, Roseville, CA     Oct 2012 - Present
Associate, Centralized Services Department
• Design, implement and train associates on new procedures for movement and deposit of  physical securities,  

increasing pass rate of  internal audits by 39 percent
• Streamline transfer and deposit processes, reducing department labor costs by 30 percent 
• Review sufficiency of  legal documentation to limit deposit risks and to ensure compliance with FINRA, transfer 

agent and Depository Trust Clearing Corporation requirements
   
Associate, Asset Transfers Department      Jan 2012 - Oct 2012 
• Planned and executed the movement and re-registration of  more than 1,000 accounts holding newly public REITs 

and alternative investments with a near-zero error rate
• Analyzed and implemented solutions for complex transfer issues via electronic case files

Volunteer Income Tax Assistance Program, Sacramento, CA   Jan 2012 - April 2012 
Volunteer Tax Preparer
• Provided personal income tax preparation services to low-income individuals

Institutional Investors c/o Accountemps, Roseville, CA    June 2011 - Jan 2012
Contract Associate, Account Transfers Department
• Supported Senior Relationship Managers in all aspects of  onboarding new institutional clients
• Wrote standard operating procedures for the opening of  new client accounts, reducing error rates by 23 percent

Acme Electronics Group, San Diego, CA     Jan 2010 - June 2011
Systems Consultant
• Consulted with residential and commercial clients about upgrading and retrofitting complex electronics systems
• Lead seminars for architectural firms about the impact of  new products and technologies on their design process

Education   
University of  California, San Diego, CA      Dec 2010
Post Baccalaureate Certificate, Accounting     
• Undertaken and completed to meet the educational requirements to sit for the CPA exam in California
• To date, passed three out of  four sections of  the CPA exam on the first attempt; final section exam scheduled

San Diego State University, San Diego, CA     Aug 2007 
Bachelor of  Arts, Economics
• Dean’s Honor List: Fall 2006, Spring 2007
• Beta Alpha Psi: Fall 2004 to Spring 2007

Skills
Technical: Microsoft Office, QuickBooks 
Languages: Fluent in Spanish and French

Jennifer Arenas
123 Main Street, Apt. C, Sacramento, CA 92109

(916) 555-1111                                                                 jarenas123@yahoo.comSimple and professional-sounding email address

Included relevant volunteer work

Strong summary highlighting CPA 
status, and addressing applicant’s  
career transition and core strengths

Education overview is clear, honors noted

Clear overview of technical skills and languages

Nice format for highlighting 
temporary or contract work 
through a staffing agency

Clean, easy-to-read format with subheads and bullets

References to accounting and finance-specific student 
groups and activities show professional engagement

Excellent use of numbers to demonstrate  
applicant’s value to the employer



SUMMARY OF QUALIFICATIONS  

A recent college graduate in Business Administration with entry-level accounting work experience, specializing in the 
collection, analysis, and presentation of  financial statements and reports. 

EDUCATION  

Bachelor of  Science in Business Administration (B.S.B.A.) Graduated December 2012 
Boston College Boston, MA
	Concentration: Accounting
	Dean’s Honor List: Spring 2012, Fall 2012
	Boston College Accounting Society, Member
	Associated Students Inc., Volunteer

WORK EXPERIENCE  

Accounting Intern October 2012 – Present
Massachusetts Emergency Management Agency Framingham, MA
	Analyzed a $6.5 million budget, developed monthly and yearly report summaries.
	Reconciled expenditures, encumbrances, and balance amounts for the 2011-2012 fiscal year budget and 2012-2013 

budget.
	Consolidated budget expenditures, balances, and encumbrances into MS Excel and MS Word reports.
	Developed salary cost analysis spreadsheets using MS Excel that compared the salaries of  internal job classifications, 

and determined which positions need be reclassified due to budgeting constraints. 
	Developed MS Excel spreadsheets detailing $20 million in contracts and grants awarded by the Department of  

Homeland Security to sub-recipients that needed to be monitored and audited.
	Developed memorandums, advance briefs, secretary route slips, governor’s office action requests, cost justifications, 

agency procedures and policies.

ACADEMIC PROJECTS 

Cost Right Sustainability Project May 2012 – July 2012    
	Co-wrote and delivered a 35-page report with an accompanying twenty-minute presentation projecting a five-year 

growth in total assets and net income for Cost Right if  the company implemented sustainable “green” chemicals into 
their proprietary cleaning products as team leader in a five-student group.

	Developed a pro forma five-page MS Excel financial statement that projected income statements, balance sheets, and 
cash flow statements for the next five years using financial data from Cost Right’s 2010-2011 financial report.

Mobile Plus Auditor’s Report January 2012 – May 2012 
	Authored a 20-page auditor’s report for Mobile Plus with the purpose of  determining whether the company’s financial 

statements are in accordance with GAAP.

Museum of  Fine Arts Statistical Regression Analysis January 2011 – May 2011    
	Authored a 12-page report proposing a statistical projection plan to increase Museum of  Fine Arts revenue using 

regression analysis on five years of  sales and attendance data from the accounting department.
	Created statistical models and charts, including series plots, autocorrelation graphs, cross-correlation graphs, T-test 

charts, residual plots, influential point graphs, and interaction graphs with StatGraphic Centurion XLVI.  

ADDITIONAL WORK EXPERIENCE 

Tech Inc., Technical Support Advisor May 2011 – June 2012 

TECHNICAL SKILLS  

	 Software: Microsoft Access, Microsoft Excel, Microsoft Outlook, Microsoft PowerPoint, Microsoft Word, Microsoft 
SharePoint, Adobe Acrobat 

	Accounting: GAAP, GAAS,  Financial Accounting, Governmental Accounting, A/P, A/R
	Finance: Capital Budgeting, Payback Period, Net Present Value, Internal Rate of  Return, Annuities 

GEORGE BOOTH            (617)543-1234
4321 LIBERTY WAY • BOSTON, MA 022011 • GBOOTHXYZ@YAHOO.COM 

Nice introduction to the candidate

Clear overview of educational background, with special honors noted

Membership in professional associations 
shows commitment to the field.

Great use of numbers to quantify 
the impact of the applicant’s work
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When short on work experience, include relevant school projects

Nice format for referencing work experience that is not 
directly relevant to the candidate’s current career path

Clear overview of technical skills
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