RACHEL RESUMA

999 South Main Street Chicago, IL 69999
Home: (999) 555-4444 rresum@resume-resource.com

Recent graduate of business school, fluent in German, capable of performing in an international business
role as business administrator, office manager, translator or interpreter.

Qualifications

e Completed internship abroad for German company providing administrative support, document
translation and conference interpretation.

e Possess dual Bachelor of Science Degree in Business Administration and German Language.

e Proven ability to communicate effectively with individuals of diverse cultures

e Detail oriented, driven professional, capable of managing multiple tasks simultaneously

Experience

AAA Corporation Berlin, Germany
Administrative Assistant / Translator Internship April 2011 - August 2011

Translated documents and emails for every department. Served as primary interpreter during conference
calls. Refined definitions of technical terms and updated logs.
e Developed new technical manual that was originally written in German. The manual was approved by
the U.S. Lead Technical Writer and eventually used for company's flagship product.
e Discovered inconsistencies in procedural documentation at German office and re-translated for use in
English speaking locations.

BBB Corporation Chicago, IL
Assistant Office Manager February 2009 - April 2011

Ran daily, weekly, and monthly reports and compiled necessary information for industry partners. Put
together monthly client profile statistics for the business update. Assisted in written responses to creditor
requests for documentation. Maintained records for survey responses.

e Created customer profiles that were utilized by the sales department to prioritize leads.

e Helped client find an error in purchasing report that saved over $500,000.

CCC Company Chicago, IL
Translator September 2008 - April 2011

Translated German conversations between executives, operational staff and technical teams in U.S.
branch of German electronics corporation. Entrusted with the translation of critical meetings between
Operations department in the U.S. and Engineering department in Germany. Transcribed written
German notations, memos and office documents into English.

Education

XYZ University, Chicago, IL
Bachelor of Science in Business Administration, GPA 3.8/4.0
Bachelor of Science in German Language Studies, GPA 3.9/4.0
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America's #1 Online Resume Builder
With Cover Letters

it Easy-to-use, guides you through step-by-step
i Resume templates, writing samples and tips
it One-click designs for the professional look you want

i Start from scratch or upload your resume

Try It Free! =2
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Write a resume - in minutes

four resume Is often your first and only chance to make a great
Impression on an employer. Managers will scan your resume for
just 10 seconds to see if you're right far the job.

That's wityy your resume needs to be attractive and stand out. It
needs to be well-written and highlight your skills to your best
advantage.

The problem = most people don't know hoey to write a great
resume and don't have the design skills to make it ook
professional.

: Our Fesume Builder is designed to make resurme-writing fast
and easy

i WWe match you with the right template and, in just one click, you
can choose a professional design that will help you win the job.

= Our unigue Text Tuner™ allows you to choose from hundreds of
expert-written examples - no mare writer's block!

Get the "most impressive resume builder on the market today".
There's no risk; no obligation. VWe're so confident that you'll love
aur resume builder that you can try it for FEEE.

A Live Help
i click horo

Phione and Chat Hours:
7 Days a Week 6am ko midnight EST

According to our partners..."the most impressive resume
builder on the market today."
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Customer Reviews

"I was completely unaware of what companies are loaking for
in a resume. This product helped me word and format my
professional resume and the examples were extremely useful.
Crwverall, this is a great product. | would highly recommend
these services." - A. Danihels

"This resume tool iz s0 much better than templates - just
upload ar enter your resume content and you get yvaur choice
of designs. It's magicall Anyane can benefit from this toal:
from students to executives!" - Belinda Yanda

View more reviews =
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