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100 Fishers Lane, Rockville, MD 20853

(H) 301-555-0555 ( (W) 202-100-0000 ( jsmith@hotmail.com


	Social Security No:  XXX-XX-XXXX
Highest Grade: N/A
	                               Country of citizenship: U.S.

                                  Veterans' Preference: No



Position Applied For: 

Announcement Number: 

SUMMARY OF QUALIFICATIONS

Experienced Capitol Hill staffer with more than 6 years working with two senators.

Proven effectiveness in government and constituent affairs

Recognized for solid public policy background.  

Strong research and writing skills; demonstrated ability to coordinate large-scale events.

Highly motivated self-starter known for strong follow-through skills.

SPECIAL SKILLS

Advanced skills in database administration.

Computer proficiency includes: Microsoft Word, Excel, WordPerfect, Quorum, Lexus/Nexus, Thomas, and Internet research.

Languages: fluent in English and Spanish, conversant in Italian, understand basic French.

EDUCATION

University of Chicago, Chicago, IL, Masters of Arts in Public Policy, Graduation Date: 1996

Researched urban policy issues with William Wilson, leading scholar of urban poverty.

Smith College, Northampton, MA, Bachelor of Arts in Government, 1993

PROFESSIONAL EXPERIENCE

United States Senate, Washington, DC

Grade Level: N/A 
Hours per week: 40
Supervisor: Edward Forrester, 202-555-0000 (may be contacted)



Office of Senator Richard Durbin
08/2000-Present
Legislative Aide 
03/2003-10/2006

Legislative Correspondent, Governmental Affairs Committee
07/2001-03/2003

Legislative Correspondent 
05/2000-07/2001

Worked closely with Senator, staff, and legislative process to bring projects/ initiatives to fruition.

· Prepared preliminary drafts of bills; monitored progress of proposed and pending legislation.

· Provided Senator with background information and statistics re high profile issues (included daily briefings); advised Senator on issues relating to arts, humanities and postal services; evaluated and devised responsive legislative proposals.

· Conducted research using a wide range of sources; synthesized complex information. 

· Advocated for constituents in their dealings with government agencies.

· Tracked legislation and assist senior legislative staff with policy and issue research; analyze how proposed legislation could affect constituency.

· Attended briefings and hearings; represented Senator in meetings with constituents, lobbyists, and advocacy organizations, State agencies, and legislative offices.

· Drafted, revised, proofread, and typed congressional responses to constituent inquiries.

United States Senate, Washington, DC
Grade Level: N/A 
Hours per week: 40
Supervisor: Jeffery Shorts (no longer there), 202-224-0000



Office of Senator Barbara Boxer
01/1999-05/2000

Coordinator of Internet Correspondence/Intern Coordinator

Served as Director of Internet Correspondence in Senator’s office

· Insured correspondence software system functioned properly.

· Supervised and selected intern teams comprised of 8-10 people.

MAJOR ACCOMPLISHMENT
Developed an Internet correspondence system that was described as "flawless" in a comprehensive constituent survey.

HIGHLIGHTS OF PREVIOUS EXPERIENCE:

Public Relations Intern, Collaborations, Inc., Philadelphia, PA
08/1997-12/1998

· Coordinated community liaison event for a major constituent banquet.

Marketing Coordinator, Philadelphia Hospitality, Inc., Philadelphia, PA
01/1996-12/1996

· Implemented a customized database for the hospitality industry that is still in use.

Library Assistant, Museum of Broadcast Communications, Chicago, IL
03/1995-11/1995

Legislative Intern, Office of Senator Barbara Boxer, Washington, DC
Summer 1994

News Intern, WLKY-TV, Louisville, KY
Summers 1
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