
TYPE FIRST NAME – LAST NAME 

Address

City, State Zip

Telephone Number

Email Address

SUMMARY OF QUALIFICATIONS
 (No action verbs with here. Create a photograph of words which mirrors what the employer seeks)

· Self-motivated, highly industrious and innovative Customer Care and Administrative Services professional  
· Strong desire to learn and a fervent ambition to succeed; attentive to details, works with an intensive sense of urgency

· Broad computer literacy, highly organized with ability to address multiple clients, accounts and projects simultaneously

· Offers employer a strong work ethic and in-depth range of professional administrative and project coordination skills

· Demonstrated ability to learn systems and projects quickly and quickly turn around projects in a timely manner
WORK EXPERIENCES 
Skill Group Heading (Ex: Management, Supervision, Project Coordination, Food Service, Assembly)
· Begin task statement with action verb.  Find tasks statements here: http://www.onetcodeconnector.org/
· Begin task statement with action verb.  Find tasks statements here:  http://online.onetcenter.org/
· Begin task statement with action verb.  These statements require substance.  Extend your sentences across to here.
· These statements are tasks which you performed.  Include numbers, data, facts, and figures 
Skill Group Heading (Job titles do not below here – employment titles belong under employment history)
· Manage a restaurant  - This is a poor minimum wage statement – no strength – see strong statements below
· Direct and oversee largest fine food and beverage restaurant in the region serving over 5, 000 customers per week
· Prepared fine food for the largest commercial restaurant in the region serving over 5, 000 customers per week
· Play important role in cleaning and maintaining of the busiest restaurant in the community 
EMPLOYMENT HISTORY 
Type company or Job title here
Type job title or company here
0000 – 0000

Type company or Job title here
Type job title or company here
0000 – 0000

EDUCATION
Name of educational Institution
Type name of degree here 
Major or Area of Study
0000 – 0000
Name of educational Institution
Type name of degree here 
Major or Area of Study
0000 – 0000
SPECIALIZED INSTRUCTION AND TRAINING
Name of Training school 
Type name of degree here 
Area of Training 
0000
Name of Training School
Type name of degree here 
Area of Training 
0000
CERTIFICATES
Issuing Organization
Type name of certificate here
Area of qualification 
0000
Note: Other examples of group titles – Volunteerism, Publications, Professional Development, Awards and Recognitions
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