Jamie Henry
JamieH@gmail.com | (803) 555-5555 | Columbia, SC

EDUCATION
University of South Carolina | Columbia, SC                                                                                      May 20xx Bachelor of Arts in Political Science, Minor in Psychology 						      GPA: 3.25
Honors and Awards: Dean’s List (Fall 2025 and Spring 2026), Palmetto Fellows, Soth Carolina Honors College Capstone Scholar

Study Abroad: Universidad Veritas, San Jose, Costa Rica						   Spring 20xx

RELEVANT COURSEWORK	Comment by Smart, Miesha: Remove after Freshman year, as on-campus involvement and volunteer experiences should be listed. 
	· American Political Parties          
	· Comparative Politics          
	· Regulatory Policy                        

	· Public Administration    
	· Commercial Law                
	· International Legal Issues

	· Contemporary Political Theory          
	· Modern Political Theory     
	· Constitutional Law                    


              
EXPERIENCE 
John & Adams Law Firm | Columbia, SC                                                                           May 20xx – Present
Legal Assistant Intern 
• Support attorneys and legal staff by preparing correspondence, organizing case files, and maintaining confidential client documentation.
• Conduct legal research to assist with case preparation and information gathering.
• Ensure accuracy and attention to detail while drafting client agreements and administrative document.
• Organize, file and facilitate the secure transfer of sensitive legal materials such as case files and court proceedings.
• Serve as a liaison between attorneys, clients, and external stakeholders, strengthening communication and client service operations.

ADDITIONAL EXPERIENCE
Target | Columbia, SC                                                                                             March 20xx – January 20xx
Sales Associate 
• Delivered high-quality customer service while assisting diverse customers in a fast-paced retail environment.
• Processed 200+ cash, credit, and digital transactions daily while maintaining accuracy and attention to detail.

Parks & Recreation | Columbia, SC                                                                            May 20xx – August 20xx
Summer Camp Counselor 
• Coordinated daily activities and supervised 75 elementary-aged campers during a nine-week summer program. 
• Built positive relationships with campers, parents, and staff to support a safe and inclusive environment.
• Tracked attendance, documented program activities, and compiled weekly reports to communicate camper participation, program outcomes, and operational updates to staff and leadership.

RESEARCH EXPERIENCE OR PUBLIC SERVICE	Comment by Smart, Miesha: May also include one or both sections as employers are hiring for policy analysis, government relations, research, compliance, public affairs, administration, program coordination and legal support. These are some of the biggest shifts in undergrad job market. 

ACTIVITIES
Phi Alpha Delta | Columbia, SC                                                                                       August 20xx - Present
Member
• Participate in professional development, networking, and career exploration activities focused on legal and public service professions.

SKILLS
Technical: Microsoft Excel, Microsoft Word, PowerPoint, Outlook, SPSS, ProQuest, Census Bureau Data
Professional: Policy Research, Project Coordination, Community Outreach, and Report Writing

LANGUAGES
Spanish (Professional Proficiency)
