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EDUCATION 

University of Wisconsin-Madison 

Degree: Bachelor of Business Administration 

Major: Finance, Investment, and Banking 

Overall GPA: 4.0/4.0 

Madison, WI 

May 2018 

 

 
PROFESSIONAL EXPERIENCE 

Bank of America - Merrill Lynch 

Financial Adviser Intern 

• Produced quarterly retirement, investment, estate, and tax plans for current and prospective 

clients 

• Gathered data from weekly market research calls and relayed relevant information to the 

investment committee to explore portfolio adjustments  

• Acted as first point of contact to high net worth clients via email, phone, and in-person meetings 

Axe Capital 

Equity Capital Markets Intern 

• Compiled and provided commentary on top market analysts’ data for global oil and gas 

companies to create credible long or short positions  

• Created and presented updated valuation models on all current positions at each weekly meeting 

Enron Corporation 

Sales Associate 

• Prepared meeting briefings and took notes during quarterly product review meetings 

• Gained experience with exclusive products while answering client questions  

• Aided sales team in consolidating prospective clients and scheduling follow-up meetings 

Pearson Specter Litt LLP 

Administrative File Clerk 

• Handled civil litigation and lawsuit filing responsibilities for all senior partners 

• Exhibited quick and responsible decision-making abilities while assessing potential security 

threats 

                Chicago, IL 

Jun. 2017—Aug. 2017 
 

 

 

 
Westport, CT 

Jun. 2016—May 2017 

 

 

 

Houston, TX 

May 2015—Aug. 2015 

 

 

 

New York, NY 

May 2010—Aug. 2014 

  

 

 
LEADERSHIP AND INVOLVEMENT 

Sigma Chi Fraternity 

Alumni Committee (Sept. ’15—May ’16) 

• Reached out to alumni to facilitate stronger growth and relationships between former and current 

members 

• Delivered monthly updates and composed biweekly newsletters providing alumni with updates 

to fraternity activities and sponsored events 

Sept. 2015—Present 

 

 

 

 

 

Wealth Management Group 

Executive Vice President (Aug. ’16 —Pres.)  

• Collaborate with industry leaders to coordinate annual networking trips with top-tier wealth 

management firms across multiple U.S. cities 

• Expand member’s financial education by organizing bi-weekly meetings and advising students 

through individual consultations 

Feb. 2016—Present 

 

Capital Management Club 

Associate Member (Sept. ’17—Pres.) 

• Learn valuable skills pertaining to stock pitches, equity research, and company valuation through 

weekly portfolio updates and learning sessions 

Sept. 2017—Present 

  

HONORS AND AWARDS 

Gatorade Player of the Year: Oak Hill Academy 2014 

Dean’s List: UW Madison, Fall, 2014—Spring 2017 

 

Chancellor’s Entrepreneurial Award—UW Madison, 2015 

Big Ten Distinguished Scholar Award—UW Madison, 2016 

 



 

 

Helpful Resume Tips 
////////////////////////////////////////////////// 

 

• Format resume in a simple and professional manner 

o Use basic fonts such as Times New Roman, Ariel, or Calibri 

o Break up into logical sections (generally education, experience, and activities) 

o Be consistent throughout each section (i.e. keeping dates and locations in same order) 

o Bold only what is needed to guide the reader appropriately (i.e. titles of universities, businesses, 

clubs, locations) 

o ONE PAGE 

o Do not include periods at the end of bulleted points 

o Chronological order is encouraged, keeping most recent positions at the top 

• Use proper wording and phrases  

o Speak in an active rather than passive voice 

o Include ‘power’ verbs  

o Use past tense for previous positions and present tense for current positions 

o Avoid word repetition—instead, search for synonyms 

o Spell check, re-spell check, then spell check again (it is useful to print a copy and read aloud or 

ask someone else to review for you) 

• Sell yourself 

o Focus on accomplishments during a job rather than the actual job description 

o Avoid too much industry jargon and highlight your role in simple terms 

o Quantify your achievements (i.e. created four weekly financial plans)  

o Ask yourself why each bullet point is relevant in speaking for your ability to do a job 

o End each bullet point with a “so what” (i.e. Created financial plans in order to assist clients in 

achieving their financial goals) 

• Stand out 

o Network via LinkedIn, cold emails, and by contributing during networking trips (employers 

remember who asked questions and stayed in contact when recruiting) 

o Tailor your resume to the job to which you are applying (this may be difficult for younger 

members, but the ability to relate arbitrary tasks to a specific industry is the next best step) 

o An ‘Honors and Awards’ section helps even the most average of resumes stand out, however it is 

not necessary to have one 

o It is okay to include a job or activity that does not correspond to a specific industry if there is 

potential for an employer to find it intriguing (i.e. state archery champion or employment at a 

rock climbing facility—a conversation starter) 

• Miscellaneous tips 

o Exclude as much high school experience as you can (especially sophomore and over) 

o It may be beneficial to replace the ‘Honors and Awards’ section with a ‘Skills’ section only if skills 

are certified or quantifiable (i.e. Excel Proficiency course at UW)  
▪ Note: subjective phrases like ‘proficient in Spanish’ or ‘excellent communicator’ are not acceptable 

o Talk to an executive board member or a campus career adviser if you have any questions  

 

* The resume template provided by the Wealth Management Group at UW-Madison is meant to serve as a visual 

aide in creating one’s own unique resume. The template was formatted for a fictional student using general 

descriptions. It is highly discouraged to use verbatim phrases for personal resumes. * 

University of Wisconsin - Madison 


