
Robert Smith 
Writing Consultant

PERSONAL STATEMENT

Skilled researcher, teacher, communicator, and leader. Previous jobs as a 
teacher, writing consultant, and sales representative have instilled within 
me an ability to communicate with others and to ensure that any job is 
done, whether working as a leader or a teammate. I have also worked as a 
researcher on historical academic projects and that experience transformed
me into a dependable self-driven worker who takes charge of their own 
responsibilities to meet deadlines and complete projects in a timely and 
efficient manner.

WORK EXPERIENCE

Writing Consultant
Berry College -   August 2014 – 2014 

Responsibilities:

 Tutored in both familiar and unfamiliar writing formats, learning each 
day the best skills.

 Incorporated different perspectives into my thinking acquired by 
listening to others while training people to value their own ideas.

 Taught students how to value their own perspective and incorporate it 
into their work, encouraging a cogent creativity that represents their 
thoughts while maintaining a high level of academic quality.

 Used computer and scheduling skills to record every session I perform.
 Practiced and honed communication skills in ways that allow me to both

provide direction and direct tutelage when necessary, while also 
learning how to step back and allow students to articulate and direct 
their own writing.

 Created a tutoring environment that encourages both academic rigor 
and individual creativity, which has taught me to lead both actively and 
passively as the situation required.

 Learned when to defer peoples questions to those with the appropriate 
expertise, while still taking the necessary measures to give the best 
solution I could offer.

Writing Consultant
Delta Corporation -   2012 – 2014 

Responsibilities:

 Customer service with students Tutored students one-to-one Created 
grammar lesson plans for ESL students Utilized strong Microsoft Office 
skills .

 Works with students individually on grammar and paper development 
Attended formal editorial trainings.

 October 2013 - December 2015 Confers with hundreds of 
undergraduate and graduate students to help them expand their writing
skill sets, in person and .

 Helped students learn to create argumentative theses Proofread with 
students and helped them correct global and grammatical issues in 
formal papers .
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1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Proficient in Microsoft 
Office, Two semesters of 
college level Spanish 
and one year of French, 
Extensive experience 
with ESL and non-
traditional students.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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 Served as a writing tutor for undergraduate, graduate-level, and ELL 
students.

 Assisted students in developing their college writing Lectured 60 
students on academic formatting and writing techniques Participated in 
four-member .

 Work/Volunteer Experience.

Education

BA In Psychology
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