ELIZABETH ASHANTIVA

Minneapolis, MN ● www.writemycareer.com/ ● (208) 571-2033 ● eashantiva@gmail.com 
RECRUITER
Entry-level Recruiter with extensive experience in the career development field helping executives, professionals and students reach their professional goals. Highly-skilled Resume Writer with four years of experience providing superb service to job seekers as a contractor through TheLadders, RiseSmart and Jobfox.com. Knowledgeable marketing and sales professional with experience applying personal branding techniques to the art of career advancement.
.

Recruitment ● Student Advising ● Behavioral Interviewing ● Personal Branding ● Career Coaching ● Resume Writing
CPRW Certification ● Writing and Editing ● Candidate Screening ● Executive-Level Clientele ● Design and Layout
Client Satisfaction ● Business Education ● Customer Relationship Management ● Web-based Technologies 


PROFESSIONAL EXPERIENCE
FREELANCE CAREER COACH AND RESUME WRITER ● 2008-Present

Owner/Career Coach/Resume Writer with WriteMyCareer: www.writemycareer.com/
Established a career services business that offers career coaching, resume writing, executive profiling and personal branding for students, professionals and executives. Designed the business’ website using WordPress and HTML. Provided expertise to clients in the following areas: goal setting, career exploration, salary negotiation, self-promotion and interviewing techniques. Listened attentively to clients to determine their needs, dreams and circumstances, and supported them in making wise decisions. Administered and interpreted MBTI and Holland personality tests.
· Helped 95% of clients reach their short-term career goals by defining measurable steps, creating task timelines and motivating them to reach success.
Resume Writer with RiseSmart, TheLadders and JobFox.com

Wrote high-quality resumes and cover letters for executive and professional clientele. Demonstrated a strong working knowledge of a number of industries, including: finance, information technology, human resources, sales, marketing, arts, non-profit, education, manufacturing and retail. Provided exceptional customer service to clients, ensuring their documents were high-impact and free of errors. Interviewed clients by phone and web-based technologies to gain information on their job history, accomplishments and education.

· Succeeded in getting clients hired twice as fast as the average unemployed job seeker (four months vs. nine months).

· Achieved a service rating of 9.2/10.0 in the first six months at RiseSmart.

· Consistently met daily document completion deadlines for high-profile, executive-level clientele.
· Wrote tight, visually distinct, and accomplishment-rich resumes for over 500 clients. Received very positive testimonials and feedback from clients, who reported receiving more job interviews after using their new resumes.
Resume Analyst with GetInterviews.com

Edited and critiqued resumes for qualified leads captured by GetInterviews.com. Marketed and sold resume-writing services through email. Created email marketing scripts that went out to hundreds of leads.

KELLEY SCHOOL OF BUSINESS, INDIANA UNIVERSITY, Bloomington, IN ● 2006-2007

A top midwestern business school, which ranks 6th among public universities (U.S. News & World Report). 

Career Perspectives Lab Counselor:

Taught a “career perspectives” business class at IU, coaching sophomore business students on career-related topics, including interviewing, resume writing, presentation skills, goal setting, career development and international etiquette. Prepared and assisted with large-hall lectures to a diverse student body, including international students from France, Korea, China, Japan and the Middle East. Graded and evaluated student performance on a weekly basis, using an educational software program (On Course). Evaluated and provided feedback on student presentations and writing assignments. Edited students’ resumes for content, design, and grammatical errors. Presented lessons on resume and cover letter writing. Administered career profile tests, including the MBTI and the Holland Code.
· Helped students obtain internships at major companies during the summer after their sophomore year.
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(PROFESSIONAL EXPERIENCE CONT.)

THE BOISE CONSUMER CO-OPERATIVE, Boise, ID ● 2003-2005

A large, independent, natural-foods retail store with over $11 million in annual sales.

Trainer & Marketing Assistant:
Wrote and edited technical manuals for in-house software training manuals. Created copy for print and online marketing promotions. Wrote informational articles, incorporated art and pictures, and organized page layout for the Boise Co-op Newsletter. Trained employees on new and existing technical applications and hardware. Tested in-house software for usability and functionality. Maximized store sales by strategically selecting, pricing, discounting, and displaying products. Used metrics to analyze progress of merchandising efforts. Managed a database of over 20,000 items by changing prices, running reports, calculating margins, and cleaning up electronic data. Devised sales reports for 10 departments and tracked cashier performance on a weekly basis.  


· Increased store revenue by 15% in 2005 by optimizing sales potential per sq/ft. 

· Helped uncover and prosecute employee fraud totaling $150,000.

· Established the Boise Consumer Co-op Newsletter as a new marketing tool.

WORKING SOLUTIONS, Boise, ID ● 2001-2002

A welfare-to-work company that provided assistance and education to the unemployed.

Classroom Manager:
Supervised all administrative aspects of the work skills classroom to support unemployed clients in achieving employment. Taught work skills and life skills classes, such as Resume Writing, Job Interviewing, Stress Management, Basic PC skills, and Personal Presentation. Developed and added materials to the core curriculum. Prepared classroom materials for each class and stocked the supply room. Organized meetings, recorded meeting minutes, typed agendas and distributed correspondence. Developed spreadsheets that recorded client attendance and participation.

· Developed a Wall of Achievement for clients who had found employment.
· Reorganized all of the company’s educational materials to create a streamlined class preparation process.



EDUCATION AND SKILLS
Master of Music, 2008

Jacobs School of Music, Indiana University, Bloomington, IN



Bachelor of Music, 2002

Boise State University, Boise, ID
   






Certification: Certified Professional Resume Writer (CPRW), Professional Association of Resume Writers and Career Coaches.   





Technical Proficiencies: MS Office, WordPress, basic HTML, Skype, On Course, BlackBoard, Publisher, PC/Mac, PowerPoint, Audio Recording Equipment and Software, Retail Management Software (MRMS).
