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SUMMARY 
· 1 year of Political Science experience 
· Specific experience in analyzing financial data

EXPERIENCE
U.S. Office of Personnel Management 						Project Management Intern 
Department of Education							May 2022 – July 2022
1900 E Street NW, Washington, DC 20415 					40 Hours/Week 
May Contact Supervisor: John Miller, Phone 123-456-7890			$15/Hour

Project Analysis and Coordination 
· Analyzed program accomplishments of the National Cyber Scholarship Program. Assisted with drafting the evaluation briefing and co-presented recommendations to approximately 40 high-level agency officials. 
· Coordinated the receipt and oversaw processing for over 15,000 grant applications. Exceeded processing deadlines by 18%. 
Data Management 
· Developed an office tracking system for managing an increased number of audit report requirements. The new system improved workflow, file management, and communication methods. Resulted in meeting reporting deadlines for the first time in 5 years. 
· Collected and maintained program financial, evaluation, and outcome data for over 30 projects operating within the organization. Analyzed data quarterly and briefed organization leadership.

Public Defense Organization							Analyst Intern 
657 George Street, Washington, DC 20415					February 2021 – April 2021
May Contact Supervisor: Jane Dane, (012) 345-6789				20 Hours/Week, $10/Hour

Consulting
· Improved efficiency of document processing by 25 percent over the previous year.
· Wrote 25 news releases in a three-week period under daily deadlines.
· Managed a student organization budget of more than $7,000.



The Liberty Group 								Research Intern 
555 Freedom Ponds, New York, NY 53262 					June 2001 – September 2001 
May Contact Supervisor: John Smith, Phone: 333-333-3333 			20 Hours/Week, $12.50/Hour 

Research 
· Collected and analyzed data related to customer demographics, marking and sales trends, and consumer preferences.
· Wrote technical reports of findings to illustrate data graphically and to provide clear recommendations to senior staff. 
VOLUNTEER WORK
Habitat for Humanity 								Trainer 
Our House Circle, Baltimore, MD 74212 						April 2009 - Present 
May Contact Coordinator: Martha David, Phone 514-234-2222 			5 Hours/Week 
· Conducted orientation and training sessions for community volunteers. 
· Developed 8 (30 minute) technical training modules related to time management and project planning. This local training is now being used across the U.S. as a mandatory training for all Project Managers. 

EDUCATION

Hampton University			Bachelor of Arts in Political Science
Hampton, VA 23668			Anticipated Graduation May 2023

SKILLS 

· Public Policy Certified 
· Fluent in Spanish and French, Intermediate in Portuguese 
· Proficient in MS Office Suite 

AWARDS

· Who’s Who Among College Students 					May 2022 
· Hampton University Presidential Scholar				Fall 2021

