
Riley Doe 
123 ADDRESS ST 

EXAMPLETOWN, IL 12345 
CELL PHONE (123) 456-7890 

EXAMPLE@UIS.EDU 

Career Objective 
An editing career that allows me to flex my grammar muscles and apply my attention to detail to the 
highest level, as well as enjoy a fun, although demanding, work environment 

Skills 

Education 
MONTH 20XX - MONTH 20XX 

University of Illinois at Springfield, Springfield, IL - Bachelor of Arts in English 
Major: English 

GPA 3.82/4.0 

Work Experience 
MONTH 2016 - PRESENT 
Illinois Times, Springfield, IL - Assistant Editor Internship 

● Reviewed content for Home & Garden and Health & Fitness sections submitted by writers
● Prepared and revised submitted work
● Assisted in managing freelance writers and photographers

MONTH 2013 - MONTH 2016 
University of Illinois at Springfield, Alchemist Review, Springfield, IL - Fiction Editor 

● Examined all content submitted under the category of fiction
● Revised work to be given to design staff

MONTH 2011 - MONTH 2014 
Starbucks, Springfield, IL - Shift Manager 

● Oversaw six staff members in daily shift duties
● Provided excellent customer service to guests
● Increased sales from 2012 to 2014

Awards 

Dean’s List: Fall 2013, Fall 2014, Spring 2014, Spring 2016, Fall 2016, Spring 2017 
Alpha Phi Alpha: English Honorary 
2016 Brookens Library Undergraduate Student Research Award 

• 
• 

Fluent In Spanish 

Computer Proficiencies Include Microsoft Excel, 
Microsoft Word Processor, Adobe Photoshop, 
and Adobe Illustrator 

• 
• • • 

Excellent wrluen and verbal communication 
skllls 
Highly organizational and detail-oriented 
Self-motivated and creative-thinking 
Superior familiarity with grammar 
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