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	SUMMARY
	

	
	
	

	
	

	
	Dynamic graduate student assistant with 2+ years of experience in assisting research projects and highly skilled in undergraduate lesson planning, preparing examinations, and carrying out administrative support. Seeking to leverage my research knowledge and experience to fill your graduate assistant position.

	
	

	
	PROFESSIONAL EXPERIENCE
	

	
	
	

	
	

	
	GEORGETOWN UNIVERSITY – WASHINGTON D.C.
Graduate Assistant, September 2020 – Present

	
	

	
	· Schedule and coordinate meetings and appointments between faculty and students 
· Consistently provide instructional and administrative support as needed
· Assist with academic research and analysis of academic papers
· Oversee assistant TAs and conduct performance evaluations 
· Assist in program development and update curriculums as needed
· Commit approximately 40 hours per month to serve the various needs of a global student body

	
	

	
	GEORGETOWN UNIVERSITY – WASHINGTON D.C.
Graduate Teaching Assistant, September 2019 – June 2020

	
	

	
	· Guided class discussions, developed course material, prepared examinations, and graded papers
· Mentored 40+ students and assisted in program development
· Supported research projects through data analysis 
· Attended and recorded meetings for assigned projects 
· Created PowerPoint presentations, designed spreadsheets, and fulfilled other administrative tasks as needed

	
	

	
	EDUCATION
	
	
	ADDITIONAL SKILLS
	

	
	
	
	
	
	

	
	
	
	

	
	GEORGETOWN UNIVERSITY – Washington D.C.
M.A. in Political Economy, May 2020
Graduated magna cum laude

	

	· Expert in Microsoft Office suite
· Excellent organization skills
· Strong interpersonal and communication skills
· Academic research 
· Data analysis
· Program development
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Dear Job Seeker,

Classic and simple, our “Original Professional” resume template is perfect for individuals applying for a manager or administrative assistant position. 
With its conservative design, the hiring manager will be able to clearly read your experience and skills without being distracted by unnecessary colors and fonts.

If you’re still struggling to write your resume, here are some free resources to help you put together a resume that shows employers you’re the right person for the job:

·     Free Resume Builder
·     How to Write a Resume
·     Resume Samples by Industry

Once you have a great resume, pair it with a convincing cover letter using our matching 2021 cover letter template. Here are a few resources to help you write a cover letter that gives your application the boost it needs to land you an interview:

·     Cover Letter Builder
·     How to Write a Cover Letter
·     Cover Letter Examples by Industry



Best regards, 
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IMPORTANT: To delete the second page, right-click on the page and click “Delete Rows”
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