Barbara Leben

123-45 72nd Avenue

Flushing, NY 12345

(718) 555-5555

barbaraleben@aol.com
EDUCATION

Queens College, City University of New York
Bachelor of Arts, expected December 2003

Major: Accounting

Minors: Business and Liberal Arts Honors Program; Economics

GPA: 3.54; Dean’s List 3 of 5 semesters
EMPLOYMENT EXPERIENCE

Sony Music                                    New York, NY                        Sep. 2002-Present

Accounting and Finance Intern

• Analyze financial statements

• Prepare and process departmental reports and invoices

• Update and revise databases and spreadsheets

• Research departmental expenses

• Present analysis results to management

Imperial Trading, Inc.                  Kew Gardens Hills, NY          Feb. 2002-Apr. 2002

Sales Representative

• Promoted and sold products to national dental laboratories

• Built client relationships over the telephone

• Followed up on previously formed clientele

Yeshiva Ketana of Queens            Flushing, NY                            Sep. 2000-June 2001

Secretary/Receptionist

• Acted as personal secretary to Principal and Administrator

• Answered all incoming telephone calls for busy office in elementary school

• Prepared and administered all correspondence

• Edited bi-monthly news letter
• Assisted students with any arising needs

SKILLS AND AWARDS

Proficient in use of Microsoft Word, Excel, and Access; Dagesh; Internet research

Fluent in Hebrew

Member of Golden Key International Honour Society

Accepted into the Business and Liberal Arts Honors Program (BALA)
ACTIVITIES AND INTERESTS

Member of BALA Enterprises-a student run business

Campaign Manager for Queens College Student Government

Volunteer note-taker for students with disabilities for Office of Special Services

On-call blood donor for Maimonides Medical Center

Enjoy athletics, travel, reading, and baking

                                                      123-45 65th Drive, Apt 2 D         Phone: (718) 746-3555
                                                      Queens Village, NY 11427        E-mail: KaysianR@gmail.com
Kaysian   Robert

Education                    QUEENS COLLEGE, City University of New York
                                      Bachelor of Arts — Expected December 2001

                                      Major: Accounting and Information Systems

                                      Minors: Honors in Business and Liberal Arts (BALA); Economics
                                      Pertinent Coursework: Critical Thinking in Business, Oral     

                                      Communications in the Workplace, Writing for Business and    
                                      Computer with Business Applications
                                      GPA 3.32                      

Honors                          Golden Key International Honour Society

                                       Specially selected for Honors Business Program (BALA)
                                       Queens Scholar - Financial award based on academic excellence
                         Mayor’s Award - Recognition of leadership and academic excellence
Work Experience         UBS/PAINEWEBBER,     New York, NY                     June 2000-Present

                                       Intern 

          • Researche and present information for securities litigation     

                                         cases
                                       • Investigate and update costs for Portfolio Management    

                                          Information system

                                       • Work with member of the chairman’s club, top 10 in the 

                                           firm
                                        • Reconciliate assets of new accounts with accounts transferring  

                                          in, to ease completeness

                                        • Assist with reconciliation of trades
                                        • Provide clients with up to the minute stock quotes
                                        • Attend system upgrade meetings, to improve efficiency
                                        CENTURY21 LANGER, Queens Village, NY              July 1999- June2000
                                          Part Time Receptionist   



                           • Interacted with agents and mortgage consultant
                                         • Assisted current and prospective clients 

                                         • Performed administrative tasks, including data entry  
.                                         QUEENS COLLEGE, Flushing, NY                           February 1999- May 1999                                                                                

                                          Cyber-Composition Teacher’s Assistant

                                         • Taught Internet based writing course
                                         • Prepared lesson plan for class
                                         • Evaluated students’ performance
                                         • Advised students on writing
                                         • Worked with a team to create e-mail manual
Skills                               Knowledge of Microsoft Excel, Access, Word, Bloomberg and
                                         Internet research
Activities                         Member of Queens College Ambassador Program
                                         Secretary of BALA Enterprises - a student run business

                                         Participant at the 2000 National Collegiate Honors Conference, Washington DC

                                         Assistant Sabbath schoolteacher, preparing and teaching weekly lessons
                                         Participated in the Juvenile Diabetes Foundation Walk, raising $ l000
