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Relevant Skills Worksheet:

Targeting your Skills

The purpose is to identify those skills that are most relevant to your target job. In the space provided, first identify your target job.  List the skills, knowledge and experience that are needed for the target job. Then, identify 3 to 4 skills that make you a good candidate for the job. Write a brief example of how you have used this skill in a job, internship, class, etc.  

#1 Target job: __________________________________________________________________________

Example:  
Healthcare Policy Analyst
#2 Target job involves (skills, knowledge, experience): _________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

#3 Your strongest and  

#4 List several accomplishments for each skill


most relevant skills:


 from work history/education. 

Use winning formula: Action verb + subject + outcome

Example:




Analyzed socialized healthcare and presented at national conference. 
Analytical skills
Investigated Medicare Prescription Drug Plan, allowing Politician X to make an informed healthcare policy decision.

Wrote paper that compared U.S. key health indicators to other 1st world countries, resulting in a full academic fellowship.
_______________________

_________________________________________________________

(Skill)






_________________________________________________________

 




________________________________________________________


_______________________

_________________________________________________________

(Skill)






_________________________________________________________

 




_________________________________________________________

_______________________

_________________________________________________________

(Skill)






_________________________________________________________

 




_________________________________________________________


Brutus Buckeye
	Columbus, Ohio

	BRUTUS.1@osu.edu, (614) 688-3898

	Objective:
	Seeking a laboratory assistant internship with Novartis where I can utilize my three years of microbiology lab experience, leadership skills developed as president of the Student Microbiology Association and education in Microbiology. 

	
	

	Education:
	The Ohio State University, Columbus, Ohio
Bachelor of Science in Microbiology; General Business Minor. May 2021. GPA:  3.7

	
	

	Relevant Courses:
	· Organic Chemistry Series with/labs


· Calculus and Analytic Geometry III

· General Microbiology w/lab


· Introduction to Financial Accounting
	· General Physics Series w/labs
· General Chemistry Series w/labs
· Biology: Energy Transfer & Development w/lab
· Introductory Micro and Macro Economics

	
	

	Relevant Skills:
	· Aseptic technique 
· Media Preparation/Uses

· Microscopy 


· Plasmid Preparation

· Staining



· Gel Electrophoresis
	· Serial Dilution


· Extraction

· Gas Chromatography


· Infrared Spectroscopy

· Titration
· QC/QA Regulatory

	
	

	Relevant Experience:
	The Ohio State University, Department of Microbiology, Columbus, Ohio
Laboratory Assistant (September 2020 - present)
· Provide overall organization of workstation equipment to meet experiment requirements
· Utilize various laboratory equipment, including spectrometer and microscope

· Coordinate the duplication of materials and instructions for student participants
· Maintain laboratory to meet university required levels of standards and protocol

	
	

	
	The Ohio State University, Department of Microbiology, Columbus, OH

Research Assistant (June 2018 - September 2020)
· Contributed to project using halide to detect growth of cancer cells in mice by preparing solutions of various dyes at specific concentrations of halide, using volumetric additions of hydrochloric and hydroiodic acid

· Tested for color change using UV spectroscopy to compare absorption peaks and graphed the results using MatLab

· Analyzed and consolidated data into a report and presented information to peers and lab administrators

	
	

	Work Experience:
	The Ohio State University Office for Special Services, Columbus, Ohio 

 Frontline (September 2017 - March 2018)
· Scheduled, received, and proctored student examinations which required special accommodations

· Interacted with students and faculty, ensuring course completion under specialized conditions     

	
	

	
	The Mud Hens Banquet Room, Toledo, Ohio

              
Wait staff (June 2016 - August 2017)
· Prepared banquet facilities and table arrangements for 50-400 guests 

· Served meals and responded to guest requests in a professional manner

	
	

	
	Max & Erma’s Restaurant, Fremont, Ohio



Server’s Assistant (June 2014- August 2016)
· Monitored food orders for presentation to customers, meeting all special requests 
· Prepared kitchen food sites for completion of menu orders

	
	

	Other Skills:
	Languages:

Computers:  
	Conversational Spanish

SPSS, HTML, Zoom, Teams, Skype, Microsoft Word, Excel, Access

	
	

	Honors:
	· University Honors Program and Dean’s List
· Alpha Lambda Delta Honorary

	
	

	Activities:
	· The Ohio State University Band Drum-major (2018 - present) 

· Taught English (ESL) to children at a migrant employment site (June - August  2019)
· Provided activity coordination for a local pre-school summer/daycare program (July 2017)

	
	

	
	


JERMAINE L. THOMPSON

Jthompson@gmail.com | 1640 Neil Avenue | Columbus, OH 43210 | 614-688-3898
Skills Summary
· 2 years of experience in budget analysis and planning at a large Accounting and investment firm
· 3 years of practical customer service experience meeting the diverse needs of a large client base

· Fluency in Spanish developed through education and international experiences
  EDUCATION

The Ohio State University, Columbus, OH  
Bachelor of Science in Consumer Affairs, May 2021
Minor: Spanish       
CUSTOMER SERVICE WORK EXPERIENCE

National City Bank                                                                                                                                                              Columbus, OH

Customer Service Representative                                                                                                                  January 2018-January 2021
· Assisted customers in their transactions that involved cashing checks and receiving deposits. 
· Managed $1000 on a daily basis balancing drawer at the end of the day.
· Trained and supervised 3 new employees on company’s mission and procedures.
· Performed multiple tasks such as retailing, filing signature cards, mailing, and other office duties in a very efficient manner.   

East of Chicago Pizza Company 

                                                                                                                       Columbus, OH
Customer Service Representative                                                                                                                           April 2016-June 2018
· Sold Italian dishes to diverse customers on a daily basis increasing sales in 2% annually.

· Advertised, marketed, and recommended menus to customers resulting in a 100% customer satisfaction.
· Communicated product knowledge to customers facilitating decision making.
· Created a welcoming environment to customers providing a pleasurable dining experience.
· Trained and supervised 5 new employees on gourmet mission and goals to enhance customer satisfaction.
· Assisted manager with customer complaints creating alternative solutions and problem solving their needs.

FINANCIAL ANALYSIS EXPERIENCE

Price Waterhouse Cooper                                                                                                                                                     New York, NY          Financial Analyst Intern                                                                                                                                    June 2020-September 2020
· Conducted analysis of General Mills breakfast cereals, included in final report of a comprehensive three-year cereal industry forecast. 

· Acted as data analysis assistant for a soy futures analysis, enhancing applied forecasting skills.

· Co-presented risk analysis results to Fortune 500 company executives contemplating a merger, resulting in 12% post-acquisition profit increase.

· Completed weekly training seminars that included equity valuation, risk management, client consultation skills, and use of Hyperion Financial Management Applications.

· Forecasted and valued equity of zinc and nickel securities using records of historical risk and return.

ADDITIONAL SKILLS

· Computer skills, Microsoft Office, Zoom, Teams, Skype
· Leadership skills, Serve as a mentor for First Year student within the Office of Minority Affairs at OSU
· Foreign language skills, Fluent in Spanish, both oral and written 
HONORS AND COMMUNITY SERVICE

· Habitat for Humanity, Summer 2019, 2020

· Tau Beta Pi - Honor Society, inducted 2016
123 Buckeye Lane

Columbus, Ohio 43210

July 19, 2021
Dr. Raymond Jones

Section Head, Morphologic Molecular Pathology Dept.

Cleveland Clinic, Lerner Research Institute

9500 Euclid Avenue

Cleveland, Ohio 44195

Dear Dr. Jones:

I am writing to apply for a summer internship through the Lerner Research Institute at the Cleveland Clinic.  I learned about the position from Steve Johnson a research assistant in your office. I am currently a junior at The Ohio State University and will graduate in May 2021 with a Bachelor of Science in Microbiology.  The combination of my research skills, which I developed in several research laboratory settings, my education at OSU and my leadership skills developed through community organizations make me an excellent candidate for this position.

My previous research experience in a laboratory setting helped me to develop the necessary organizational skills and attention to detail needed to conduct each step of complex experiments.  My supervisor recognized these strengths in me and subsequently asked me to train incoming students in laboratory protocol and processes.  The extra hours I spent independently studying Chemistry and Calculus enabled me to accurately and quickly make calculations necessary in the lab – a skill I would like to continue to strengthen in this internship.  I thoroughly enjoyed the work I performed in this lab, knowing I was contributing to the professional body of knowledge about pre-cancer indicators in rats.  I would love the opportunity to continue working in this environment and building on the skills I have to further the mission of the Lerner Research Institute to understand causes of human disease and develop new treatments.

Outside of school, I have been active in many organizations related to my interests in community health care.  I have volunteered over 100 hours with local clinics in an effort to observe quality health care in a variety of settings.  As the OSU Liaison and a Student Board Member for the Columbus chapter of the American Red Cross, I have been able to share ideas for improving access to services in my city as well as collaborate with many professionals to raise public awareness of the resources available.  My ability to work well as part of a group paired with my communication skills with professionals on all levels has also prepared me for the collaboration required in this internship.  I look forward to expanding and developing all of my skills and medical interests by observing, learning and being challenged in this position with Lerner Research Institute.

Please refer to my resume for a more complete view of my background and experiences.  I would love the opportunity to speak with you further about my suitability for this internship.  I can be reached at (614) 123-4567 or by email at buckeye.3@osu.edu.  Thank you for your consideration and I look forward to hearing from you soon.

Sincerely,

Brutus Buckeye
Career Counseling and Support Services, The Ohio State University, Younkin Success Center, 2nd Floor, 614.688.3898, � HYPERLINK "http://www.ccss.osu.edu" �www.ccss.osu.edu�











