1.5.D4


Sample Resume 1

Cindy Roberts

Box 456

Somewhere, MT 55555

kiddykat4@hotmail.com
Objective

· To be a desk clerk.
Education

· High School Diploma, Big High School, Somewhere, MT
· Courses Taken:  Computers I
Experience


Teacher’s Assistant, Big High School, September 2000 to June 2001

· Organized filing system for a bussines teecher..

· Facilitated the planing of a Business Professionals of America meeting.

Food Server, Somewhere, MT, June to present

· Preformed effectivly in outdoor conditions focusing exellent customer service.

· Operate a cash registar and maintain correct cash amount in drawer.

Activites

· Speech and Drama Team, 1999 to 2003
· Cheerleading Team, Fall
· Track Team, Spring 1997 to 2001
· Pep Club
· Science Club
Sample Resume 2

Steven A. Kelly

Box 123 ▪ Somewhere, MT 55555 ▪ (406) 555-1234

skelly@hotmail.com

OBJECTIVE

Seeking a position as a Computer Programmer Assistant at the Information Technology Center.

EDUCATION

College Prep High School Diploma, Big High School, Somewhere, MT. May 2002, GPA: 3.5

Related Computer Courses:  Computer Programming I, Intro to Business

SKILLS

Communication

· Ability to communicate across generational lines gained from nursing home volunteer work.

Programming

· Proficient with all Microsoft programs and Adobe packages.

Leadership


· Elected to high school offices including Student Body President, Class President, and Student Body Vice President.
EMPLOYMENT HISTORY

Farmhand, Kelly Farms, Somewhere, MT 6/93 to present

· Responsible for farm machinery maintenance and feeding livestock daily.

· Operated heavy machinery while harvesting and transporting grain and hay.

Cashier, McDonalds, Somewhere, MT 6/01 to 9/01

· Developed sales interaction and communication skills.

· Received August Employee of the Month Award for efficient money handling & customer service.

Page, Montana State Legislature, Helena, MT 3/00

· Performed various services for the state senators for one week.

· Gained in depth knowledge about the legislative process.

ACTIVITIES & VOLUNTEER SERVICE

▪   Speech and Drama, 1998 - 2002
▪   Basketball, Winter 1998 - 2002
▪   Student Council, 2001 - 2002
▪   Band and Choir, 1998 – 2002
▪   Little League Assistant Coach, 5/00 to 8/00
▪   Montana Teen Institute Camp Counselor, 5/01 to 7/01

▪   Community Clean Up, 10/01

HONORS & AWARDS

· Honor Roll, 1998 - 2002

· National Honor Society, 2000 - 2002

▪   Speech and Drama State Finalist, 2002

· Montana Council of Teachers of Mathematics Scholarship Winner, 2002

· Valedictorian, 2002

Sample Resume 3

Steven A. Kelly

Box 123 ▪ Somewhere, MT 55555 ▪ (406) 555-1234

skelly@hotmail.com
OBJECTIVE
Seeking a position as a Computer Programmer Assistant at the Information Technology Center.

EDUCATION
College Prep High School Diploma, Big High School, Somewhere, MT. May 2002, GPA: 3.5

Related Computer Courses:  Computer Programming I, Intro to Business

SKILLS

Communication

· Ability to communicate across generational lines gained from nursing home volunteer work.

Programming

· Proficient with all Microsoft programs and Adobe packages.

Leadership


· Elected to high school offices including Student Body President, Class President, and Student Body Vice President.





Farmhand, Kelly Farms, Somewhere, MT 6/93 to present

· Responsible for farm machinery maintenance and feeding livestock daily.

· Operated heavy machinery while harvesting and transporting grain and hay.

Cashier, McDonalds, Somewhere, MT 6/01 to 9/01

· Developed sales interaction and communication skills.

· Received August Employee of the Month Award for efficient money handling & customer service.

Page, Montana State Legislature, Helena, MT 3/00

· Performed various services for the state senators for one week.

· Gained in depth knowledge about the legislative process.


· Speech and Drama, 1998 - 2002

· Basketball, Winter 1998 - 2002

· Student Council, 2001 - 2002
· Band and Choir, 1998 - 2002
· Blood Drawing Volunteer, 11/01
· Little League Assistant Coach, 5/00 to 8/00
· Montana Teen Institute Camp Counselor, 5/01 to 7/01

· Community Clean Up, 10/0


· Valedictorian, Class of 2002

· Honor Roll, 1998 - 2002

· National Honor Society, 2000 - 2002

· Speech and Drama State Finalist, 2002

· Speech & Drama, Divisional Champion, 1999 - 2002

· Montana Council of Teachers of Mathematics Scholarship Winner, 2002

Sample Resume 4

Steven A. Kelly

Box 123 ▪ Somewhere, MT 55555 ▪ (406) 555-1234

skelly@hotmail.com
OBJECTIVE


Seeking a position as a Computer Programmer Assistant at the Information Technology Center.

EDUCATION


College Prep High School Diploma, Big High School, Somewhere, MT. May 2002, GPA: 3.5

Related Computer Courses:  Computer Programming I, Intro to Business

SKILLS


Communication

· Ability to communicate across generational lines gained from nursing home volunteer work.

Programming

· Proficient with all Microsoft programs and Adobe packages.

Leadership


· Elected to high school offices including Student Body President, Class President, and Student Body Vice President.

EMPLOYMENT HISTORY

Farmhand, Kelly Farms, Somewhere, MT 6/93 to present

· Responsible for farm machinery maintenance and feeding livestock daily.

· Operated heavy machinery while harvesting and transporting grain and hay.

Cashier, McDonalds, Somewhere, MT 6/01 to 9/01

· Developed sales interaction and communication skills.

· Received August Employee of the Month Award for efficient money handling & customer service.

Page, Montana State Legislature, Helena, MT 3/00

· Performed various services for the state senators for one week.

· Gained in depth knowledge about the legislative process.

ACTIVITIES & VOLUNTEER SERVICE


▪   Speech and Drama, 1998 - 2002
▪   Basketball, Winter 1998 - 2002
▪   Student Council, 2001 - 2002
▪   Band and Choir, 1998 - 2002
▪   Little League Assistant Coach, 5/00 to 8/00
▪   Montana Teen Institute Camp Counselor, 5/01 to 7/01

▪   Community Clean Up, 10/01

HONORS & AWARDS


▪   Valedictorian, Class of 2002

▪   Honor Roll, 1998 – 2002

▪   National Honor Society, 2000 – 2002
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