Street Address ∙ City, State XXXXX
(XXX) XXX-XXXX  ∙ myemailaddress@gmail.com

EDUCATION
Master of Science: Higher Education Administration	May XXXX
University of Kansas—Lawrence, Kansas

Bachelor of Science: Applied Sociology	May XXXX
Minnesota State University, Mankato—Mankato, Minnesota
· Minor: English
· Certificates:  Nonprofit Leadership, 2004

EXPERIENCE
Program Coordinator	From__ to__
ServeYES!, North Dakota State University
· Recruit, train, and recognize over 1,500 volunteers of all ages placed at more than 200 non-profit and government agency Host Station partner organizations
· Supervise and train 10 office volunteers in the performance of tasks such as data entry and phone communication for the recruitment, placement, and retention of volunteers
· Manage day-to-day operations of a fast-paced office environment, serving as first point of contact for telephone calls and walk-in visitors
· Write, review, and edit quarterly newsletter content for 7 ServeYES! regional offices, organize and update the ServeYES! website through WordPress, and manage the ServeYES! Facebook, Twitter, VolunteerMatch, and All for Good accounts
· Collect, compile, and retrieve data to submit quarterly and annual reports to local and federal funders
· Plan and implement annual fundraising event, raising more than $20,000
· Scheduled and organized monthly training sessions for more than 30 Foster Grandparent volunteers
· Collect, review, and follow-up on monthly timesheets, attendance records, and other required documentation to ensure compliance with Corporation for National and Community Service federal regulations for both RSVP and Foster Grandparent programs

AmeriCorps*VISTA Leader	From__ to__
Campus Compact for New Hampshire
· Advised, coached, motivated, and provided professional development training to 6 full-time AmeriCorps*VISTA and 19 AmeriCorps members placed throughout the state of New Hampshire
· Developed 2 professional development retreats for AmeriCorps*VISTAs in collaboration with Tri-State VISTA Leader team
· Recruited, interviewed, and placed AmeriCorps*VISTA and AmeriCorps Recovery Corps members
· Wrote, administered, and compiled results of Faculty in Service-Learning and Alternative Break surveys

Campus Compact AmeriCorps*VISTA	From__ to__
Center for Service and Community Involvement, Southern New Hampshire University
· Coordinated Community Service Work Study Program in collaboration with the Office of Financial Aid, recruited and placed 25+ work study students, served as campus liaison to 12 community partner organizations, led monthly reflection and professional development meetings with students, and logged student time sheets into a web-based portal
· Scheduled, coordinated, and recruited volunteers for 4+ one-time service projects a month at local non-profit organizations
· Advised student leaders in scheduling and coordinating volunteers for monthly service projects
· Supported and advised students on Alternative Spring Break trip
· Developed and managed Adopt-A-Grandparent and Immigrant and Refugee Computer Based ESL programs in collaboration with community partners, training and supporting service-learning student volunteers
APPLICANT NAME





Graduate Mentor/Conference Coordinator	From__ to__
Department of Student Housing, University of Kansas
· Trained graduate students in their duties as Summer Assistant Complex Directors
· Mentored 6 Summer Assistant Complex Directors, answering questions about conferences policies and procedures, including the Summer Conferences billing process
· Coordinated the living and dining arrangements for more groups and camps residing in residence halls
· Created Assistant Director of Housing and Summer Assistant Complex Director training manuals

Assistant Complex Director	From__ to__
Department of Student Housing, University of Kansas
· Directly supervised and evaluated 11 Resident Assistants in the performance of their job duties
· Oversaw the overall management of a 250+ female, predominately freshman residence hall consisting of 90% Greek community affiliation
· Advised Hall Council Executive Board, held one-on-one meetings with Executive Board members, and assisted Hall Council with the planning, implementation, and assessment of programming for 500+ resi- dents
· Responded to emergency situations as a member of Senior Staff for an area of 500+ students
· Facilitated a community conducive to academic and personal growth for residents and staff by collabo- rating with other Student Success departments on campus
· Collaborated with maintenance and custodial staff to monitor the physical maintenance of the hall

Scholarship Hall Director	From__ to__
Department of Student Housing, University of Kansas
· Directly supervised and evaluated undergraduate Proctor in the performance of job duties
· Advised 15+ member Hall Executive Board regarding community and program development
· Collaborated with maintenance staff to ensure the operation and safety of the 50 resident Scholarship Hall
· Advised 5 member judicial board
· Participated in rotating duty coverage system for the 11 Scholarship Hall complex and responded to emergency situations
· Enforced residence hall policies
· Advised leadership development program focused on first year students in the Scholarship Hall system
· Recruited selection committee to evaluate candidates for and choose recipients of four hall specific scholarships

BOARD MEMBERSHIP
Dakota OutRight
· Board Member		From__ to__
· Executive Committee Member—Secretary		From__ to__
· Capital Pride Co-Chair		From__ to__
· Events Committee Co-Chair		From__ to__
· Outreach Committee		From__ to__

VOLUNTEER EXPERIENCE
· Symphony Orchestra Box Office Volunteer		From__ to__
· [bookmark: _GoBack]Grocery Shopper for home-bound older adult			From__ to__
· Friendly Visitor for 90 year-old older adult		From__ to__
· Summer Day Camp 3rd-5th Grade Group Leader			From__ to__
· Habitat for Humanity Intern                                                                                               From__ to__
