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Summary
 of Qualifications










· 4th‑year student completing a degree in Finance from the Telfer School of Management
· Over two years of experience in finance as an investment and marketing assistant
· In-depth knowledge related to advanced corporate finance, strategic management,
fixed-income investments, equity evaluation, portfolio management, and business ethics
· Recognized as a dynamic team player with strong interpersonal and leadership skills
· Focused and innovative professional with excellent analytical abilities
· Demonstrated ability to maintain an excellent academic standing while also acting as Vice‑President of the Finance Society and active member of the Entrepreneurs’ Club
· Excellent oral and written communication skills in both English and French

Education












Honours Bachelor of Commerce, with an option in Finance 
June 2023 (Expected)
Telfer School of Management, University of Ottawa, Ontario
Project Experience


Investment Analysis

· Studied and monitored multiple investment opportunities to determine which one ensured the best return
· Prepared a 20-page detailed report exposing the findings
Management Report
· Researched and analyzed Company XYZ to devise a plan to strengthen management capabilities and increase staff productivity
Marketing Report
· As part of a team, designed and developed a marketing strategy for a new retail establishment, focusing on cost, promotion, and distribution

· Coordinated all virtual team meetings, delegated tasks, and ensured the timely delivery of all required components

Professional Experience

Investment and Marketing Assistant (Internship)
Month year – Month year
The Investment Institute, Ottawa, Ontario
· Gained an excellent understanding of brokerage services through a rotational program

· Assisted 5 investment advisors in marketing new opportunities to over 40 existing clients

· Conducted extensive market research and included relevant information in client portfolios

· Commanded by management for making successful trades on both the stock and bond markets; adapted quickly to a remote working environment and virtual meeting tools

Teaching Assistant
Month year – Month year
University of Ottawa, Telfer School of Management, Ottawa, Ontario

· Marked assignments and in-class presentations and debates for approximately 60 students
· Enhanced student experience by preparing motivating class lectures weekly and arranging for 10+ guest speakers; consistently engaged students through virtual communications

· Provided ongoing, constructive feedback to students regarding term projects and exams
Administrative Clerk
Month year – Month year
Corporate Services Branch, Health Canada, Ottawa, Ontario
· Recorded detailed financial and project information in Excel for tracking purposes
· Displayed strong interpersonal abilities while directing phone calls and answering inquiries

· Organized and confirmed meetings, conference calls and special events for the management team
Customer Service Specialist (part-time)
Month year – Month year
The Computer Store, Ottawa, Ontario
· Demonstrated outstanding customer service skills while assisting clients with purchases

· Exceeded monthly quotas by 10% while maintaining quality of service in a fast‑paced environment

· Regularly monitored inventory levels and ordered supplies to ensure adequate stock

· Initiated the creation of a database to track customer purchases and relevant sales data

· Designed and conducted a survey which resulted in streamlined sales strategies and enhanced customer satisfaction

Extracurricular Experience
 
Vice-President
Month year – Month year 
Telfer Finance Society, University of Ottawa, Ontario
· Managed a budget of $28,000 and increased the club’s annual funding by $6,000
· Overhauled and streamlined the organization’s financial data into a digitalized format for better record keeping and accountability
Awards and Achievements

· Young Entrepreneur of the Year Award
year
· Jeux du Commerce: 2nd Place Finish – Stock Simulation Team
year

· Entrance scholarship for the Honours Bachelor of Commerce program
year
· Bilingual Certificate, Glebe High School
year
Computer Knowledge

· Highly proficient at using Microsoft Excel, including solver, macros, vlookup, etc.
· Completed advanced level courses in MS Access, Java and HTML
Interests and Activities

Sports: Soccer, football, biking, kayaking

Reading: Business and outdoor activity magazines

Travel: England, Ireland, Scotland, Eastern and Western Canada
�When creating your resumé, avoid switching from Word to Google Docs or vice-versa, as it may cause your document to become corrupted when you convert it into PDF. Stick to one software, preferably Word.


�Why Arial for this document? Arial is one of the few fonts that are easily recognized by applicant tracking systems (ATS), along with Calibri and Cambria.


�Adding a headline below your name is a clever and concise way to specify your field of study as well as your professional areas of interest.


�There is no need to add your full address. If the position is located in a remote city, mention your willingness to relocate.


�Don't forget to add your hyperlinked email and LinkedIn addresses. Adding your LinkedIn address will help with applican tracking systems (ATS).


�Adding your LinkedIn address will boost your chances of being flagged by an ATS, even if your profile is incomplete.


�Regardless of the job you are applying for, you need to tailor this section based on the posting, as different employers and positions require different qualifications.


�A section like this can be useful, especially if you have little experience related to your actual field of study. Use is strategically to fill in the gaps!


�Adding the word “experience” here helps with ATS.


�You can include in your skill statements the knowledge you have gained, especially if it is relevant for your application.


�Let’s not forget to highlight the ways in which you have coped with the pandemic!


�See last comment!


�Using “experience” in section titles will help with ATS. 


�Keep in mind that not all your awards and accomplishments may seem relevant to prospective employers, especially if you are trying to achieve a one-page resumé.


�The position of JDC delegate could be added to the Extracurricular Experience section and further developed to highlight leadership and presentation skills.


�Depending on the posting, you may want to mention your proficiency with specific software in your Summary of Qualifications.


�When you are ready to build an application, you may want to remove some less relevant elements if you want your document to fit on one page, if it is possible.





