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RENZ JAN V. PANGAN -
Address: #404 Miranda Street, Angeles City, Pampanga w
Contact No.: +63 917-782-6556

E-mail: renzpangan@gmail.com l
OBJECTIVE:

Seeking a challenging opportunity where | will be able to utilize my strong organizational
skills, educational background, and ability to work well with people, which will allow me to
grow personally and professionally.

ACADEMIC BACKGROUND:

Tertiary : Hotel & Restaurant Services
Systems Plus College Foundation - Extension

Miranda 5t, Anpgeles City, Pampanga
(5.Y.2012 - 2014)

Secondary : Holy Angel University
Sto. Rosario 5t, Angeles City, Pampanga
(5.Y.2005 - 2009)

Primuary i Cecilio A postol Elementary School
Samson Rd, Caloocan City, Manila
(5.Y. 1999 - 2005)

WORK EXPERIENCE:

s Dining Crew
Jollibes
Nepo Mall, Angeles City, Pampanga
(March 28, 2009 - August 27, 2009)

SKILLS:

» Language: Fluency in English
s Communication. Comfortable writing and speaking
s Computer Literacy. Proficientat MS Excel, MS Word and MS Powerpoint



Tawana Johnson

1750 N. Normandie Ave.
Miami. FL 33239

Home: 305-555-2922
Office: 305-555-4000

Objective

A position at a commercial radio station.

Skills and Accomplishments

* Assisted in the management of a college radio station.
* Helped to direct and supervise staff.

= Established music format guidelines.

« Wrote and edited budget proposals.

= Assisted in budget decisions.

« Created and implemented new music format.
= Served as on-air personality.
* Trained a staff of disc jockeys.

Employment History
WLVE-Radio, Ft. Lauderdale, FL
Assistant General Manager, 2003-Present

WWOP-TV, New York, NY
Student Intern, Summer 2001

Education

University of South Florida, Ft. Lauderdale, FL
B.A. in Breadcasting, June 2003

Ft. Myers College, Ft. Myers, FL 19992001
References

Available upon request.



RACHEL GARNER

PERSONAL STATEMENT

» Experienced in administrative duties; scheduled meetings, handled trave
arrangements and purchasing. Computer skillz include Microsoft Excel,
Access, Word, and PowerPoint. Excellent problem sobving.and
communication skills. Accustomed to long work hours. Winner: Employee of

P, the Month 15985 for October and December.

34 King's Row Turnbridge CAREER OBJECTIVE

Leeds Yorkshire » To cbtain an executive sales /marketing management position within a
LE14 7EY growth oriented, progrezsive company. | want to apphy my businezs
development/zales =kills to an environment where they will make a significani

T 07345735889 impact on the bottom line. The ideal atmosphere would be entrepreneurial and

T 01223 486777 one in which new ideas are welcome and decision making is reguired.
E rachelgarner@gmail.com
W www.google.com KEY SKILLS

This is the main summary of my skills.

» Megotiating (Intermediate) » Sales Auditing (Expert)
» Access (Beginner) * Invoicing (Intermediate)
» Accounting (Beginner)

EDUCATION

= 2002 - 2006 Bachelor's Degree — Marketing
The University of Oxford

Bachelor of Business Administration May 2001 Major: Marketing, Minor
International Business Overall

WORK EXPERIENCE
» Oct 2001 to University Hallmark Cxford, M5
Present Sales Clerk (invoicing, Administration)

Full time role overseeing the operation of the sales and marketing department.

* Successfully perform managerial duties during manager's absence

* Train new employees and conduct company and product orientations
+ (alculate and transmit weekly sales reports to headguarters

+ Conduct monthly inventory/audit of product

» Jul 2004 to Most States Insurance Jackson, M5
Aug 2006 Sales Intern (Customer Service, Bar work,




Name

Address
Telephone
Email

Amanda Prince

Apartment 17, 5678 City Road, New York, N.Y.
914 925 260
ap@palace.net

Professional Experience

2005-present

2002-2005

2000-2002

PanTransCo. Inc, New York, N.Y.

Bilingual Corporate Secretary
* Scheduling conference appointments for Vice President
* Frequent travel to Japan, Hong Kong and Singapore
* Transcription of confidential correspondence

ExpoSymbol, Washington, D.C.

Bilingual Secretary to Export Sales Manager
* Exhibition grant administration
* Editorial Assistant for company newsletter

Symnet, Tokyo, Japan

Office Assistant
* Typing royalty contracts, manuscripts, correspondence
* Answering phones, ordering supplies

Education & Qualifications

1996-2000

State University of New York, New Paltz, N.Y.
* Bachelor of Arts Degree (International Relations)
* (Graduated Cum Laude May 2000

Professional Skills

Languages

Interests

Referees

* Word, Excel, Access, Word Perfect, Pegasus Mail
* Proficient in Delphi computer software

* Communication, interpersonal & organizational

* Typing 65 wpm, Internet

* French, fluent
* Japanese, fluent

Oriental culture, Internet, tennis

* Mrs Jane Bonner (987 654 321)

C.E.O., ExpoSymbol, PO Box 234, Washington, D.C.
* Mr Andrew Held (098 765 432)

Vice President, Interplat, 27 Patton Place, Atlantic City

& hitp/EnglishClub com



Bob Brown
bbrown@gmail.com
555 W. Main 5t.
Chicago, IL &0000
001-312-312-3123

Citizanship: UsA
Ape: 39
Marital Status: Single

Objective Overview

TEFL Certified, college graduate seeking a teaching position in South Korea. Extensive experience
teaching children and adults, Skills ard axperience teaching a foraign language and English,

Education and Certification

International TEFL Academy Chicago, IL, USA
TEFL/TESOL Certificate lanuary 2010

* 150 hours of course wark

s 30 hours of Teaching Young Learners and Business English

« 20 hours of student teaching practicum

Portland State University Portland, Oregon, USA
B.A. Peychology Wiay 2003
+  Study Abroad - Shanghai, China 2002

Related Work Experience

ESL Teacher Chicago, IL
Daley City College 2006 - Present
« Taught English to Spanish speaking students aged 18 and up
+ Prepared classes using provided materials and personal teaching materials
« Focused on improving students grammar, listening, writing and speaking skills
« Created all course materials, including quizzes and reading samples

ESL Teacher Chicago, IL
Languages Incorporated 2004-2006
+ Taught English to Spanish speaking students aged 5-18
= Utilized the Direct Method teaching model to improve students grammar, listening
writing and speaking skills
« Created gquizzes and exams that were used by all teachers throughout the arganization
+«  Planned and taught between 3-8 classes daily

Additional Work Experience

Counselor Portland, OR
Oregon AIDS Hotline 2002-2004
= Provided HWV/AIDS education and counseling for the gereral public for the State of
Oregon

«  Answered gueries regarding HIV transmission, risk reduction, HIV symptoms and
sexually Transmitted Diseases [STD)

+ Referred clients to testing centers, physicians, and support groups

« FRecorded and compiled confidential data received from client callers



JERRY BARBIN

12345 Street Ave. » Buffalo, NY 11111 {555} 355-5555 or (555) 555-5555 » email @resumewriters com

Results oriented leader with comprehensive business and technical background

SUMMARY OF QUALIFICATIONS

History of bridging 1S and [T to enhance business value. Expertise in network analysis, design, implementation,
and support. Very strong Avaya voice skills in VoIP and traditional PBX environments. Earmed multiple degrees
it business and technology fields of study. Outstanding interpersonal, training. and presentation skills.

TECHNICAL EXPERTISE

Software: MS Office, Open Office, Coral, Modular Messaging, MeAfee, and Norton

Telephony & Networking: HF Openview, Avaya Integrated Management, Ciseo Works, Avava QIP,
Avaya Call Management Systemn, Avava e<CAS, LAM Desk, and 5A Service
Desk

Operaring Systems: S Windows 92000, XP, Linux RedHat, Mandriva, Suse, FreeBSD, Unix,
SO0, and HPLUTX

Hardware: Avava SET10, 58300, GIR, Audix, MMA, Cisco rotters 7200, 2651, switches
3550, 4006 HP* Servers, NetApp MAS svstems, Libert, and APC UPS svstems

Tools: Tacacs, Secure CRT, and Interwise

Profocols: FCPAP, QSPF, RIP, MPLS, FTP, and TFTP

Dratabases: SQL and MySOL

Certifications, A+ and Metwork +

PROFESSIONAL EXPERIENCE
AERMAES GROUP, INC HF2MH ~ Present
Network Adminisirator
«  [Design, implement, and support corporate network data systems, specifically Cisco routers and switches
in nationwide network and multi-state Avaya YolP systems.
«  Train junior network administrators on voice systems.
Accomplisfinents
s Linked 40+ sites spanning 16 states using [P-based telephony,
«  Oversaw 53 million high speed corporate IP back-bone project that enabled regional call management
and included call center applications, voice mail, call accounting, and fax messaging applications,
«  Supported entire Avaya project line from key systems to S8710 media servers, and wide variety of
applications from 20-person remote offices to 5,000 person corporate systems.

WOLF SOLUTIONS B/2000 — 1272000
Nerwork Hardware Technician
« Supported airline voice and data systems, meluding desktep suppont for airline booking agents and call
flow administration for airline call center.
+ Using airport systems, linked remote counters (0 ceniral located servers.

EDUCATION
UNIVERSITY OF PHOENIX
Master of Science. Information Systems Management, 1/2006
Bactelor of Scivnce: Business Management, 672004



DAVID SIMON

12545 Street Ave, o Seattle, WA E1111 o (355) 555-3555 or (355) 555-5555 & email@resumewriters.com

SUMMARY OF QUALIFICATIONS
Dedicated leader with comprehensive management and logistics experience. Demonstrated ability to train,
manage, and motivate team members to achieve organizational objectives.

Corg COMPETENCIES
Strategic Planning Operations Management Training & Development
Lean Manufacturing Practices Distribution & Transportation  Procurement & Inventory Control
Site Safety Regulatory Compliance Budgeting & Cost Reduction
PROFESSIONAL EXPERIENCE
PFIZER LABORATORIES, Ann Arbor, MI 10/2000 - Present

Production Sapervisor
+  Manage all support services related to production facility, including weighing and dispensing
operations, buffer preparation, glass wash facility, contract cleaning services, contract gowning services,
preventive maintenance on equipment, inventory and storage of raw materials, and routing operation of
preparing media and buffer selutions.
¢ Select, train, supervise, and evaluate 14-person team,
s Partner with other departments within production facility to support wide range of ongoing projects.

BIOTECH CORFORATION, San Diego, CA 1/1990 = 10:2000
Materials Supervisor (1993 — 20000, Material Coordinator (1991 — 1993); Matericl Handfer (1990 - 19913
« Directed all materials/logistical functions related to shipping and receiving, warehousing, return goods,
material handling, and mailroom operations in GMP, FDA, OSHA and EPA-regulated environment.
«  Managed, evaluated, and coached team of 4 individuals.
«  Oversaw hazardous waste management, including chemical, radioactive, biohazard, and medical waste.

Womrorn, Chelmstord, MA SM987 - 1/195H0
Receiving Manager
« Controlled receiving and distribution of merchandise to assure inventory accuracy interface with
vendors and accounting to resalve discrepancy problems.
+  Coordinate inventory levels with 12 departments and reduced inventory shortage by 50%.

U, 5 Army & US. Army RESERVE, Fort Divans, MA 12/1982 - 5/1995
Lagistics/Procurement (Officer — Reserve Position
+  Planned, organized, and implemented all logistic and supply activities for 2 major deployments
involving international coordination for 8,000 personnel.

PROFESSIONAL DEVELOPMENT

Hazardous Waste Management Course, Clean Harbors and BASF, Radioactive Waste Management Course,
1.8, Ecology, U8, DOT Hazardous Materials Regulation Course, Award Environmental, Reverse Osmosis
Water Treatment, General Electric, SAP System Inventory Management and Procurement Systems

EDUCATION

WESTERN MASSACHUSETTS COLLEGE, Boston, MA
Bachelor af Arts: Theatre Arts, 1981



HENRY EVERETT BROWN

3535 South Mam Streed, Las Yegas, NY 353535 = (W) 355-1234367 = () 555-765-4342 = HEBrown24iumamerl, com

LARBOR RELATIONS EXECUTIVE f ATTORMEY

Astute, creative labor relations execwtree, attorney, adviser and leader with an extensive history of successful collective
bargeiming, wnion aveidance, walair lobor prociice wnd representation cases, wrbatratons and ligavon for major domestc and
indermstional companies, Proven ability (o determineg and implement comples labor relsbions sirplegies; resolve boltsn line
complex issues for leadership, peers, and subordinates; achieve effective processes anid metrics; and maintain high level
relaticnships with wnions and regulators. T, I B8 (Tnduserial & Toabor Relations), Areas of expertize:

m  Chicf Megotiator s Labor Litigation m  DMergers & Acquisitions
»  lnterootional Collective Bargainmg = NLERE Proceedings »  Divestitures & Consolidations
w Mult-Unil Collective Bargeming s Upflar Lubor Praciice Cases m Coniract Troming
 Union Avosdinee n Represeniaiion Cases m Upion Avoidance Traimmg
m  Tabor Relations Processes Metrics o Arhitrations m Team Supervision
m Multi-Empleyer Pension Plans n  Litigation Management m  HE Management
EXPERIENCE
ABUNDANT SERVICES, INC., Las Vegas, NY 2007 —

A Fortune 500 corparation with 20000+ smplavees in 20 states ond FPuerto Rico, 700+ facilities, aud 588 fn revennes.

Viee Fresident of Labor Relations

Lead the traditional labor function of the nation’s 2" largest confainer ship corporation, including collective bargaining and
witon avoidunce, Advise aod counsel senior mumagement, mcludig CEO, COO, and Bowrd of Direclors. Manoge mulli-
emplover pension plans, Iandle labor relations component ol acquisitions and divesiilures. Supervise b allormev-negalialors,
and an cmplovee relations manager (union evordance/sirike preparation). Eeport to Executive Vice President of HE. Duties
and related achievements e luded:

= Created function, recroited team, tonk negatiation and adminiateation of 13 union contracts in house.

= Reduced annual enst of collective bargaining agreements firom 5% to 2%, saving millicns.

=  Reduced cutside annual hifyzation and perswader costs trom 540 to 5120

= Oversaw labor portion of Abundant Scrvices ($5B) and Continental Contamer (3381 merger, handled multiple
divestitures, consolidations, aod shutdewns, ensuring onp-fime  wninterrupted transition.  Successfully managed
resulling hiigaton and voion representation caompaizns with ne meressed voeos, all ULE charges dismssed. and only
resuliing arbiiration waon by Conpany,

= Trained 2,500 managers in employee relations and union avoidance via webinars, DV based and in-class iraining.

= Stopped 604 union crganizing ettorts, losing 4, winning 4 decertitications.

=  Project lcader for Emplovee Engagement Survey vendor selection.

s Bchind scenes efforts successtully stopped sinike in Chicago that would have dled 3,000+ workers.

RENT-A-TRUCK LEASING, Harttord, CT 2003 « 2007
A leacding vuck loaying and Togistios compony, with 15000 emplovees, 558 v oeaoal revenue, T30 leloe controrots
Dircetor of Labor Relations
Led development and implementation of lalhor relations strategy tor Fastern T75 and South American divvizions of Rent-A-
Truck Leaging and joint venture with General Motors, Chiet negotiator and attorney tor collective bargaming, NLEB untair
labor practice, representation, and arbitration proceedmgs. Conducted union avoidance campaigns. Also conducted new
business and acguizition due dilizence process and implemented new terms and conditions of employment.
# Cloel negoiolor for more U 0 Colleciive Bargaining Agreemenis
= Undeleated inomore than o desen arbotrabions over ssues such as slalMng requicements (saving 328 aouallyd, wark
performance, TVOT and CT. requirements, and drug testing,
 Owversaw suceessiul acquisitions and bargainmg i Mexice and Brazil,
= Traned maonsgement nounion avordance and managing ua woon enviroimenl,
= Tmplemented Six Sigma cedification green bell project (o improve compliomce wath DOT randam drog and alcehol
testingg redquirem ents.
= Tranziticned trom union to company health benetits in 20+ contracts

{Scc Page 2)



JONATHAN BENTLEY, E.LT.

11} Central Rd. 335-111-1212 (home)
Middletown, MT 55555 JBentleviemail.com 555-222-3434 (cell)
Dedicated civil engineser with experience in structural and wransportation dezign and proven leaderzhip abilines.

Core COMPETENCIES

1 Servectural Investigation & Design b Commstruetion Drawings B Imgeact Stuiies & Spocilications

B Computer Aided Design (CALY) [ Project Management & Groundwater Moaitoring
Conceptual Design & Development B Hydraulics & Hydrology B Floodplain Management

B Traffic Bagineering B Seils & Bartwork [ omstruigtion Drawings

B Land Deselopment B Pudgeting and Schaduling B Siandard Specificativng
EDUcATION

Bachelor of Science: Civil Engineering, emphasis in Sirpctures May 203

Worihern Sate University, Uplown, NY

Kelevant Projects
Aty Like eondd Fark Developmeny for Cigv of Centreville, NY
Scope of design included storm water ranofl. carthwork, structural analy=is of retaining wall, and parking 'sidewalk design
= Designated Project Manager of fouranember team.
= Hetaingd quality conirol over project scope 1o preserve munageable sxe and avoid Siaie violstions
& [nivgted communication with ¢ity engineers aind Fizh & Game personnel on project-relaed sues and goidance
®»  klaintained project schedule and completed on time. Received an "A' grade on project.

Flighway Design for Staje of Massachuselts

The project scope ineluded design of onc-mile steetch of highway through private and public lands, Design challenges

included steap wrrain, Sorm water runoll, super-gbevation for curves, and pegotisung homes, businesses, and cemeery,

®  Dhesign included horizomal and vertical design bassd on minimal cambwork and minimal disturbance to becal businesses
ansd public Land.

= Maintained project schedube and completed on time. Received an "A' grade on project

SELECTED ACHIEVEMENTS

= Earned status of Engine Boss and Incided Comimander Type 4 and oversaw waldfire control, ineluding mthods of
atck, personnel and equipment requinemsents, and sirategic planning; muintined perponae] and public safety,
Supervised up to 150 persommel and all equipment meeds including air tinkers, engines, helicopters, and water enders.
Used sound judgment and decision-making skills 1o preserve safety of crew and implement strategic plans of attack
against wildfires,

*  Developed sirong leadership and comnsunication skills as demonstratesd by high-=level of performance by coowmenibers,

®  Implemanted raining reganens [or crew; muany members promobed as o resuli,

EMPLOYMENT HISTORY
Delivery/Yard Crew: Big Tree Lomber Ca., City, MT 2003 Presenl
Forestry Tochnicaan: Tonto Mational Fores, City, CA FT' Seasonal, 2000-2003
Type 2, 3 and 6 Crewmember: Ruoral Mewo Fire Dept., City, CA FT Seasonal, 19981999
TeECuNICAL & RELATED

MS Word, Excel, PowerlPomi, and Project AutoCAIDVHEC- HMS Hacstad Methods - WaterCAD, SewerCALDL, Flowmaster
Familiar Codes and Methods: NEPA, UBC, ASD, NDS, LRFD
Montana Commencial Diver's License



Randall St. James

(W 144h Breed, Apl. #30 Los Angeles, A K]
(3100 35543515 retjames S unk nown, oom

JORB GRIECTIVE: Word Processor for 2 law organization

SUMMARY OF QUALIFICATIONS
« LEighi years as a fa=i, accuraie word processor ad a busy law fimm.
¢ lFamibar wath legal fermanology and hiigation documents.
+  Proficieni in WardPerbzod and M% Waord.
*  [Exceptional amlity in grammar and spelling.

v Excelleni afiendance recard.

PROFESSIONAL EXPERIENCE
2012 -present Legal Secretary
PEARSON & MO DUFFIE, Los Angeles
* Typed coverage apimions quickly and accuraiely.

+  IFiled cawil lfagation papers in siaie and tederal courts.

* {Calendared documenis, and performed prootresding.

200042012 Word Processor
FALMNUTH, HARRISON & MUOMRE, Los Angeles

* Transcrihed {apes, deciphered handwriiien noies, and word processed a large
valume of dedatled documenis tor this law firm.

Matenal included:

Pleadings Lummarnes of medical records
Correspondence Wilness siaiemenis
Summarnes of depositions Release agreemenis

Indexes of depositions

* Recogmized tor accuracy, mehizbilidy, and speed.

*  Pertormed lighi edifing, relying on proficiency 1n spelling and grammsar.

20413 Yecretary (part timec)
CONSOHTIUM FOR INTERNATIONAL [TREIGATION LAW, %2n Dhcgo

+ Typed cormespondence and lengthy scientific proceedings of numerous
iniernational conterences.

+ Caorrecled grammar wriiien by forsgnespeaking scenfisis, and edited while
typing finished documenis.

20003 Scorctary [part timc)
DENTAFUORM, INC, %an hepa

* Typed comespondence and performed gemeral clencal work for this firm which
aftered data processing services to denfal insurance plans.

*  Provided secrefarial support for an otfice of 10 protessionals.

EDUCATION

Business Adminisiration, Visiza Callege, %an Dhego



PROFESSIONAL EXPERIENCE

ERRANCE JOPLIN

CAREER BEANDX. Dedicated office manager with a 10-year history
of increasing revenue coupled with extensive HRE management and
troubleshooting with a track record of successfully managing
multiple locations simultameowsly.  Excel at client and wvendor
relationship management, communication, and problem resolution.

VALUE: Highly adept at building peak-performing teams through
superlative staff development and training initiatives. Experienced
in contract negotiations, inventory control, event management, and
marketing.  Proficdent in M5 Word, Excel. PowerPoint, and
Fublisher, HTML, and Mac software. Experienced in computer and
printer troubleshooting and building personal computers.

OFFICE MANAGER

= Core Competencies ~
Office Management
Fevenue Optimization
PR Management
Marketing
Contract Negotiations
Problem Resolution
Inventory Control
Ewvent Managemert
Staff Development & Training
Felationship Management

CHROMATICS, San Francisco, CA
Office Manager [2010-Fresent]
Executive Assistant [2002-2010]
Promoted from Executgive Assistant to Office Manager with a 20% increase in salary ower SByear period. Serve as Office
Manager for 1 of top 5 boutique event plarming firms specializing in organizing corporate events in San Facisco and

Morther California. Selected to serve as Assistant to CEQ and CFO of the company.

2002-Present

Office (perations: Strengthened office operations by managing workplace with 40 employvees, while

coordinating an extensive events calendar.

Marketing: Improved marketing by collaborating with outside vendors in the creation of brochures and event

signage for all events managed by the company.

IT Management: Streamined IT operations by servicing and troubleshooling printers and copy machines,
installing office equipment on network, fixing brokenfjammed machines, and providing information

technology assistance to all employees.

EDUCATION

UNIVERESITY OF CALIPOENIA LOS ANGELES
Bachelor of Arts

Major in Event Planning

Served as President of Event Planning Honors Chiapter of 5-10 stufents. Coordimated events for @ chepter of @ mationwide honr
socity for students in my field.

123 Main Street = San Franciseo, CA 90210 = {355} 355-53555 * help@resumew riting oom




Rachel Hilton

125 5E Milwaukie Ave.
Portland, OR 97091
(503) 486- 3197

stylist_ rach@gmail.com

OBJECTIVE

Tao achieve a position as a Hair Stylist with administrative obligations in a recognized and popular
beauty salon.

EXPERIENCE

Hair Stylist
Style by Georgio, Portland, OR
January 2008 to Present

¥ Maintain more than 100 people as frequent clients, responsible for their haircuts, hair dye and
hairstyle.

b Create new looks and advise customers on do's and don'ts about their hair.

¢ Do hair treatments.

Hair Stylist
Revolution Hair & Body Salon, Portland, OR
Movember 2004 to December 2007

Maintain about 70 people as regular clients.

Design modern styles to all the types of hair.

Mamed twice as salon employee of the year in 2004 and 2006.
Schedule appointments.

Suggest customers what are the best looks for them to use.

¥y ¥ v v r

EDUCATION

Mt Hood Community College
AAS in Cosmetology

2002 - 2004
CERTIFICATION

Certified hair stylish in the state of Portland.




Permanent Address: CO REY D LU CYS HYN Current Address:

204 Timber Point Rd. CDLO6T@VIRGINIA.EDU 333 Sherwood Ave. Apt 12
Charlottesville, VA 22903 434-900-6000 Charlottesville, VA 22901

EDUCATION
University of Virginia Charlottesville, VA May 2016
Candidate for Bachelor of Arts in Economics
Minor in Drama
GPA: 3.07/4.0
Northern Virginia Community College Woodbridge, VA Spring 2014
Associate of Science in Business Administration
GPA: 3.8/4.0

e Nominated for 3 selective scholarships

RELEVANT COURSEWORK

Principles of Accounting, Introduction to Computer Applications & Concepts, Macroeconomics, Microeconomics, Calculus I & I1

WORK EXPERIENCE

U.S. Department of Homeland Security Washington, D.C. June - August 2015
Office Automation Clerk

Developed cost modeling for security countermeasures

e Completed multiple data calls internally and externally for creation of accurate and reliable budgetary database
e Mettight demand for budgetary deadlines for the Department of Homeland Security

e Collaborated with coworkers in the division on a variety of field security information projects simultaneously

Public Partnerships LLC, Virginia Department of Medical Assistance Services Burke, VA June - August 2014
Personal Attendant
e Formed close relationship with special-needs teen through accompaniment and interaction in community activities
e Provided assistance with direct care needs
e Taught daily life skills such brushing teeth, tying shoes, reading, and personal safety

ACTIVITIES & VOLUNTEER EXPERIENCE

University of Virginia Residence Life Office August 2013 - Present
Resident Advisor

e Organize 30-40 weekly events each year for 800 residents to foster community and facilitate learning

e Serve as general resource for students for a wide variety of issues concerning University life

e Mentor inexperienced Resident Advisors and guided their learning

Pi Kappa Phi Fraternity February 2013 - Present
Historian and Alumni Relations Chair; Member
e Established and maintained relations with alumni members after little communication for years, resulting in
enhanced involvement of alumni and continued engagement with members
e Coordinated with alumni to organize Chapter’s 50™ Anniversary, resulting in $80,000 in fundraising which
contributed to house renovations, scholarships, and future reunions
e Promoted annual philanthropy event which raised $5,000 for PUSH (People Understanding the Severely
Handicapped) America Charity which renovates facilities to make them accessible to handicapped individuals

Adopt-a-Grandparent, Madison House Volunteer Organization February 2013 - Present
* Engage in fun and meaningful activities with seniors at the Charlottesville Health and Rehab Center
e Dedicate one hour per week to the program

Alternative Spring Break Service Learning Trip Death Valley, NV March 2015



SARAH SMITH

Permanent Address sssd@virginia.edu Current Address
123 Elm Avenue (555) 555-1234 4567 Maple Avenue
Roanoke, Virginia 24002 Charlottesville, Virginia 22903
EDUCATION

University of Virginia, Charlottesville, Virginia
Bachelor of Arts, Political Science, Minor in Biology GPA 3.65 Expected May 2017

Relevant courses: Cell Biology, Biochemistry, Microbiology

CLINICAL EXPERIENCE

University of Virginia Hospital, Charlottesville, Virginia

Volunteer, Renal Dialysis Center September 2015-Present
e Provide comfort and support for patients receiving renal dialysis
e Engage in conversation with patients
e  Work with medical staff to keep pod units fully stocked and running smoothly

Madison House, Charlottesville, Virginia

Volunteer, Adopt-a-Grandparent Program September 2013-May 2015
e Developed relationship with senior citizen through conversations once a week
e Participated in various activities at nursing home facility including exercise classes and game nights

RESEARCH EXPERIENCE

University of Virginia, Charlottesville, Virginia

Research Assistant, Department of Biology May 2015-August 2015
e (reated single amino acid mutations in an enzyme involved in sulfur metabolism, sulfite reductase
e (Cleaned and organized lab equipment
e  Ordered and maintained office and lab supplies

Research Assistant, Cellular, Molecular and Developmental Biology May 2014-August 2014
e Studied cell responses to a mutant yeast protein in a protein trafficking laboratory
e Performed site-directed mutagenesis through PCR to create specific mutants and transformed them into yeast

e  Observed protein stability and ubiquitination by immunoblotting and localization by immunofluorescence

SHADOWING EXPERIENCE

Lakeview Clinic, Roanoke, Virginia

Shadowing December 2014-January 2015
e Shadowed Dr. Susan Johnson a general practitioner for 60 hours
e Viewed Dr. Johnson’s interactions with patients, during examination, and throughout explanations of diagnosis
e (Gained a greater understanding of the strong communication skills needed to be a physician

University of Virginia Hospital, Charlottesville, Virginia

Shadowing October 2014
e Shadowed various Emergency Room doctors during two eight hour shifts
e Observed the unpredictability and variety of cases seen in an emergency room setting
e (ained a better understanding of the flexibility, and quick thinking needed to work as a physician in this environment

PUBLICATIONS

Damon GQ, Johnson HC, Smith S. Methods of endocytosis. Annu Rev Biochem 2014, 78:843-916.



Current Address:

1114 Stadium Rd.
Charlottesville, VA 22904
Cell: (954) 934-3719
Email: silva@virginia.edu

OBJECTIVE

EDUCATION

LANGUAGES

INTERNATIONAL
EXPERIENCE

RELEVANT
EXPERIENCE

LEADERSHIP
EXPERIENCE

ADDITIONAL
EXPERIENCE

MARCOS SILVA Permanent Address:
U.S. Permanent Resident 12.100 St.
Citizen of Brazil Germain-en Laye, France
Home: 33(1)23.65.7401

To obtain an internship/traineeship in field of International Affairs or Government Relations working
with diplomats and government officials representing South America.

University of Virginia, Charlottesville, VA. May 2016
B.A. in Foreign Affairs with a concentration in Western Europe. GPA: 3.290
B.A. in Latin American Studies. GPA: 3.500; Minor in History. GPA: 3.844

Fluent in Portuguese, English, Spanish; proficient in French.

Extensive travel throughout Central/South America, North America and Europe.

United Technologies (UTC) International Office, Brussels. Fxternal Affairs Intern, Summer 2015
Attended European Commission’s Green Week and reported relevant information to international
headquarters in Washington, DC. Researched EU directives and legislation regarding renewable energy and
the aviation industry. Attended and reported on European Parliament’s Environmental Committee Meetings.
Co-represented UTC at American Chamber of Commerce, EU monthly meeting.

International Relations Organization. Member, 2014-2015

Met weekly to discuss political issues. Participated as a delegate in Model United Nations Conference
(MUNC), Harvard University. Collaborated on Spanish-speaking International Crisis Committee Simulation.
Staffed Nuclear Proliferation Treaty Committee for high-school-level MUNC.

Fund for Public Interest Research. Field Manager, Summer 2014

Personally raised over $10,000 in office that exceeded group fundraising goals by more than 150%.
Individually collected 500+ petitions regarding environmental policies, and independently contacted
television and newspaper media for press conferences addressing mercury pollution and coal power plants.

SUR Magazine. President, 2015-present

Run bi-monthly meetings and proofread articles for only Latino publication at the University. Develop and
present budget proposals for numerous grants. Initiating the creation of a website for the magazine in which
all previous publications can be viewed. Foster dialogue and understanding within the University
community.

Alianza Coalition of Hispanic/Latino Leaders. Member, 2013-present

Attend weekly meetings with presidents of Latino organizations at U.Va. Co-sponsor events for educational,
entertainment, and awareness purposes. Take initiative to increase Hispanic/Latino presence at the
University.

Latin Student Union. Social Committee Member, 2013-present

Co-organized and hosted event featuring ambassadors from Brazil, Peru, and Argentina; Student Mediator
for political discussion, October 2013. Increase awareness of culture by encouraging social interaction
among members and participating in semi-annual performances celebrating Hispanic/Latino culture.

University Career Services (UCS). Career Peer Educator, 2014-present

Assist students with books, online programs and job search engines. Participate in informative panels about
resources available at UCS. Run resume workshops with other interns and coordinate UCS Open Houses for
students. Wrote a book review that was posted on the UCS website. Recipient of C.E.O. Level Award, the
highest award granted to interns for outstanding performance, November 2013.

Hispanic/Latino Peer Mentoring Program. Peer Mentor, 2014-present
Meet regularly with and wrote status reports about each student for faculty advisor. Co-organize events
including student panels, faculty dinners, and social events to facilitate transition for incoming students.



3235551212 richardsid net.com

FELICE RICHARDS

SALES EXECUTIVE

Froviucy Launchex & Managgement » Cross-fimciional Teams «  Merchandising « Forecasting

Accomplighed Sales Professional with an cuistanding record of secoese in the conzumer products secior,
Oversaw a $120 million hair product business with eleven brands for Mfieiere Perfect, Ine. (Pad Mever &
Associates) as the Product Manager after generating 572 mallion i sales as the Assocuate Product
Manaper. Backgroumd alzo includes S40 million in anoual sales for FresdWear, fae. Consistently
promoted to positions of increased responsibility; honored with Pictwrg Perfect s Presidenr s Avwand and
TremdWear s Assisiant Biver of the Year Award, Bilingual, with fluency in Spanish. Willing to relocale
and fo travel, Additional expertize in:

+  P&L Accountabality +  Multi-million Dollar Bedgets +  Margin'Sales Analysiz
+ Conceptalization + Pricing & Financial Plans +  Cuality Standards
+  Mlarket Rescarch + Focus (Groups & Panels + Presentations

SELECT CAREER ACCOMPLISHMENTS

PICTURE PEHRFECT, INC, — PaUl MEYER £ ASSOCIATES

Challemge

o Turning aroumsd minimal growth sales i mature product lines and competitive markel,
Action

o Launched Sporfipht, a styling hine for salon professionals, on time and within badjget.
Result

v Generated 515 million i additional sales during launch.

iomal Com i
«  Awarded 1T stock opiions for outstanding performance.

TREMDWEAR, INC,
Challeppe
+ Lipdating moderate women "z clothing line for a more fazhionable fook 1o retain amd grow client hase.
Action

o Collaborated with East Coast manufacturers to update bine to appeal to contemporary custonser base.
Revamped 520 million private-label progran,

Besult
o Generated an additional 38 millon in answal sales; oversaw 512 million private libel program.



Jeff Bailey

[2345 Street Name Ave., Hooston, TX 11111

Home)
Cell)

A
rh L
A th
.

email@ resumewriters.com

Accomplished, results-oriented and meticulous Manager interested in continuing work in
Telecommunications or working in Finance/Real Estate.

UALIFICATIONS

o Quistanding 8+ year track record of telecommunications experience as a Customer Service
Manager and Service Representative.

 Knowledgeable of software including ACIS, ASON, ASON+, ESON, RDA, WFA, 5PS,
EXAUT, LASRE, Metpro, MS Word and MS Excel. Teaching expertise,

% Superb leadership, supervisory, interpersonal, communication and coaching skills.

PROFESSIONAL EXPERIENCE

Al&T, Houston, 1A

1999 ~ Present
Manager-Cusiomer Service

« {Coordinate product training for emplovees to ensure that all problems are effectively handled.
«  Supervise 3 service representatives and coach 12 emplovees on escalation handling and effective
problem resolution.

#  Improved team productivity 81% within the first month by inspiring subordinates to reach
expectations of the department.
#  Determined number of orders processed hourly per individual by generating an order comparison tool.

#  Saved about 525,000 in payroll costs by creating a process and checklist that offers E-Time.
# Recognized as the most productive team in UNE-P tor 8 months during 2004,

Service Represemtative (Austing TX: 1999 - 2002)

# Boosted revenue 1 10% in vear 2000 and 117% in vear 2001 by using excellent sales skills.
# Received an “exceeds.expectations” performance rating by being a strong, consistent performer.

AMERITECH, Austin, TX 1997 — 1998

Service Represenitative

« Served as subject matter expert on Centrex, PBX, DID, ADTS-E, D50-3 and Frame Relay services
for 26 representatives,

EDUCATION

TEXAS TECHNICAL COLLEGE, Austin, TX
Course Study in Programming Analysis

Majority of telecommunications/cusiomer service education has come by way of self-stidy,
manufacturer's training & certification caurses, employer in-house study, and “on-the-job” training.

Sample provided by www. resimewriters.com



Rhonda Dolliver

87 Duartiorn Avenoe. Acto, TH B8543 - (324] 200-0543
Qualifications Summary
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Employment History

ACDOUNTING ASSISTANT, Guardian, Ine, Gone, 1L

PATIENT SERVICES REGISTRAR, Grogan Health System Hoepural, Grogan, MA
ASSIETANT FRONT OFFICE MANAGER, Sheaion Exeter, Eseter, CA
RECEFTIONIST / SECRETARY, Fanuly Counsehng & Gusbance Center, Cioffith, CA
ADMINISTRATIVE ASSISTAMNT, Greenfand '_:P-u riswesr, Crant, T4

Education & Training Community Invelvemeant

Criogan College, Exener, CA (1788 - 19089 Commnimed 1o comnmumty service, Extennve
Conceniration in Business Administrogion volunieer hinto oy iscludes irvalvement m public
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mnid COMEHUnITY Saup Ln.lm:u.. worls with the
eldderly, mid quilte for children wath cancer,

Techuical Callege, Gome, [L (1909 - Prigen
Hapes College, Grapan, WA (15996]

Introduction to Compaders and M3 CHTicoe 20060
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Frances B. Frist

1000 State St. NW, Apt. 1 thirist@princeton.edu
Washington, DC 2000 (123) 456-7890 (mobile)
EDUCATION
Princeton University, Princeton, NJ June 2013

AB. from Woodrow Wilson School of Public and International Affairs
Certificate in Global Health and Health Policy
* Cumulative GPA: 3.17; Departmental: 3.32
» Senior Thesis: Lessons on developing a highly qualified teacher workforce in state pre-kindergarten programs
« Junior Independent Research: Community initiatives to support HIV-positive women in South Africa
e Allen Macy Dulles '51 Award for the senior who best exemplifies Princeton’s motto of “in the Nation's Service and the
Service of All Nations”

EXPERIENCE

Vice President, Princeton Engineers Without Borders, Princeton, NJ February 2011-Present
Local chapter of national humanitarian organization that implements sustainable engineering projects in developing countries
» Communicate with university administration and national Engineers Without Borders staff to ensure the financial backing
and technical support necessary for project approval
» Represent chapter in promotional events and organize regular chapter meetings on campus
Planned three-week service project in Summer 2011 to Huamanzafia, Peru, to install solar energy power
* Designed and conducted accompanying instructional and educational program to teach Peruvian villagers about basic
physics, the benefits of sustainable technology, and how to operate and maintain new technology
 Fund-raised to meet goal of over $15,000 and created 60-page collaborative report for Peru project

Intern, Mothers-to-Mothers, Cape Town, South Africa Summer 2012
Mentoring program offering peer education and support to HIV-positive pregnant woman and new mothers
 Collaborated with a team of three to organize and formalize a 400-page training curriculum, creating a structure that
would make the progression of the material clear and logical
* Analyzed gaps in the curriculum and composed modules to fill those gaps to create a comprehensive training program

Intern, Medical Health Research Association—Maternal Infant Care, New York, NY Summer 2011
Network of eight women's health centers in disadvantaged New York City communities
» Conducted wait-time study on four clinics with three other interns, creating data collection tools, gathered data, and
analyzed information on over 1,000 patients
* Identified bottlenecks in patient flow and sources of patient wait time, making recommendations to administrators of how
to improve patient scheduling and general efficiency of clinics

Intern, National Teaching Academy, Washington, DC Summer 2010
Start-up nonprofit that provides professional development program to talented urban teachers
» Created an interview guide and online survey, interviewing 40 teachers and collecting 130 surveys
 Synthesized research to identify critical issues, outline profiles of model teachers, suggest design structure for workshops,
and propose strategies to cope with the challenges of urban schools

ATHLETIC ACHIEVEMENT
Member, Princeton Varsity Women's Lacrosse Fall 2009-Present
NJ Intercollegiate Athletes “2011 Woman of the Year” for leadership, service, academics, and athletics June 2012
The Art Lane '34 Citizen Athlete Award for selfless contribution to sport and society June 2011
United States National Lacrosse Team Member June 2010

OTHER ACTIVITIES/SKILLS

Engaged in bi-weekly campus discussion on race through “Sustained Dialogue” Fall 2009-Spring 2010
Led 10 freshmen on a sixday outdoor orientation trip September 2010 & 2011
Tutored local immigrants in English as a volunteer in an ESL program Fall 2009

Fluency in French

CAREER SERVICES SENIOR RESUME EXAMPLE

AT PRINCETON UNIVERSITY



Summary

Highlights

Experience

NATALIE HILL

1 Main Street, Mew Cityland, CA 91010 | | C: (555) 322-7337 example-email@example.com

Resourceful Call Center Representative who consistently meets and exceeds productivity goals.
Proven capacity to troubleshoot issues to resolve issues quickly. Maintains a high level of
professionalism, patience and efficiency to minimize customer dissatisfaction and increase
customer loyalty,

+ Troubleshooting + High standards
+ Service and support « Trainer
+ Computer software savwy  # Conflict resolution
+  Friendly + Problem solver
* People person # Critical thinker
Call Center Representative Sep 2010 to Current

Round Peg Customer Support — MNew Cityland, CA
#  Address customer service inquiries in a timely and accurate fashion.
+ Give accurate and appropriate information to answer questions, troubleshoot issues,
and resolve complaints.
Cross-trained over 150 staff members in three years.
Achieved customer satisfaction rating of 95% within six months, exceeding corporate
target.

Call Center Representative May 2005 to Aug 2010
Avian Computer Experts — MNew Cityland, CA
+ Properly directed inbound calls in phone queues to improve call flow.,
+ Made reasonable procedure exceptions to accommodate unusual customer requests.
+ Provided accurate and appropriate information in response to customer inguiries.
+ Developed effective relationships with all call center departments through clear
communication.
+ Worked with upper management to ensure appropriate changes were made to improve
customer satisfaction.
* Provided input to assist in selection and implementation of new phone system.

Call Center Representative Jan 2001 to Mar 2005
Togs and Tassels Womenswear — MNew Cityland, CA
* Collected customer feedback and made process changes to exceed customer
satisfaction goals.
Demonstrated mastery of customer service call script within specified timeframes.
Maintained up-to-date records at all times.
Built customer loyalty by placing follow-up calls for customers who reported product
issues.
+ Facilitated information flow between customer service, account management
operations, quality assurance, training, and payroll departments to guarantee call
center objectives were met.



Emily Ima Dancer

Campus Address: 646-111-9999 Permanent Address:
Frist Campus Center Box 9999 eidancer@princeton.edu 215 East 95th Street, Apt 3Z
Princeton, NJ 08544 New York, NY 10029
EDUCATION  Princeton University, Princeton, NJ June 2015
A.B.in Artand Archaeology, Certificate in Dance GPA: 3.0

Coursework includes: Modern Repertory and Choreography; Topics in Dance History,
Criticism, and Aesthetics; The Russian Avant-Garde; Behind the Scenes of the University Art Museum

Sorbonne University of Paris, Paris, France Summer 2012
Six-week summer study abroad in intermediate French

EXPERIENCE The Daily Meal, online food blog, New York, NY Jan. 2012-Present
Editorial Intern

+ Gather research on topics ranging from nutrition to cooking tips and pitch story ideas in regard to the college
student demographic to editors.

« Contribute to online stories for the Daily Finds page and write a daily blog for the Campus Eats section.

« Post daily responses to Campus Eats Q&A and comments page.

+ Utilize social media such as Twitter, Facebook, and Pinterest to help increase readership among university
students for the Campus Eats section of blog.

Quirk Gallery, Brooklyn, NY July-Aug. 2011
Gallery Shop Intern

+ Researched, wrote, and designed artist cards for represented artists.

« Streamlined Gallery Shop for Domino magazine photo shoot.

« Performed administrative and clerical tasks including answering phones and sorting mail.

Princeton University Bridge Year Program, Urubamba, Peru Sept. 2010- June 2011
Volunteer
« Selected for freshman year experience; worked in two rural communities building a ceramic water filter for
residents as well as developing the framework for an after school education program for children ages 5 to 10.
« Experience provided an autonomous cultural immersion of South America and Peruvian culture.

New York International Ballet Competition, New York, NY June-July 2009-2010
Summer Counselor (Live-in position with professional dancers, ages 17-24)
« Directed dancers’ daily schedules for rehearsal and classes.
+ Ensured fairness in competition by monitoring and timing rehearsals.
+ Coordinated daily delivery of supplies of food and water.
« Communicated with judges and visiting company directors on behalf of the dancers.

CAMPUS The Review Sept. 2011-Present
ACTIVITIES  Staff Writer for On-the-Town Section
+ Contribute bi-weekly stories covering the Princeton area on such topics as food and fashion.

Program in Dance Sept. 2011-Present
Selected Performer

+ Performed solo in Susan Marshall’s Name by Name.

HONORS Princeton University: Outstanding Freshman Award in Dance, June 2012
High School: Member of the National Honor Society; AP Scholar with Distinction

SKILLS Proficient in Microsoft Word, Excel, and PowerPoint with PCs and Macs; Photoshop experience; Conversational
Spanish; Proficient in French

CAREER SERVICES SOPHOMORE RESUME EXAMPLE

AT PRINCETON UNIVERSITY



xahl.LEN RDBERTS ¢ Pagel

DRIVE TECHNOLOGIES, INC., MNew York, MNew York
Vice President, Marketing, 9/ 1999 12/2004
Ensured on-target delivery af all marketing initiatives for $25 million hard drive manufacturer serving
elobal markets,
Directed regional and international markehing orgamizabon, ncludimg nabonal managers, regional
managers, and product managers. Spearheaded wvision, strategy. and execution of global business
operations. Oversaw stafTng, strategic directives, and training of national marketing teams. Developed
and implemented strategic marketing plans, established marketing and sales objectives, and prepared
company-wide sales forecasts, Directed imternational project teams through due-dilipence, priontization
and development. Participated in research and development of new disk-drive technology. Established
Performance Dnve Europe and Asia operations, Reported to CEO.
Key Achievemenis:

* Conceived innovative sales strategy that increased annual company revenue by 36%.

F Caplwred extraordmnary market share and revenue resulis leadimg directly to joint venbires,

= Effectively led international project teams to proven results across multiple lines of business,
geographic borders, time rones, and cultures.

Louis INSTRUMENTS, INC., New York, New York
Product Manager, 1/1995-2/ 195

Directed product and regional/infernational marketing operations for 513 million keyboard and
peripheral manufaciurer.

Participated in development of new kevboard technology. Recruited, trained, mentored, and developed
new management team, MNegotiated major OEM contracts.

Key Achievements:
F Increased revenue from zero to S13 million in five years by expanding market share and
establishing alliance initiatives.
= Successfully identified and resolved manufacturing issues, resulting in 12% cost reduction.

# Eamed Top-Performance Achievement Award as result of outstanding contributions,

EnvcATION AND CREDENTIALS
Master of Business Administration (MBA) « Boston UNivERSITY, Boston, Mazsachusetts
Bachelor of Science, Electrical Engineering (BSEE) « NEW YORE UNIVERSITY, New York, MNew York

Professional Associations:
INETITUTE FOR GLOBAL COMMUNICATIONS (2000-Present)

ASIAN AMERICAN MANUFACTURING ASSOCIATION, AAMA (1995-Present)

© Copynght 2012 CareerPerfect oom



ALLEN ROBERTS

1001 Third Strect » MNew York, New York 10008 o alroberis@@myisp.com o {212) 555-8256

EXECUTIVE MANAGEMENT
Strategic Planning » Product Marketing & Management o Global Operations

Accomplished Executive with domestic and international experience in operations, P&L oversight,
muliichannel product distnbution, and marketing wvolving both start-up and growth orgamzations,
Results-oriented. decisive leader with proven success in new marketl identification and strategic
positioning for multimillion-dollar telecommunications and computer organizations. Track record of
increasing sales and growing bottom line while spearheading operational improvements to drive
productivity and reduce costs, Excel in dvnamic, demanding environments while remaining pragmatic
and focuszed.

CORE COMPETENCIES
+ Vizionary Leadership ¢ kev Partnership Development  (hrganizational Festructuring
+ Cilobal Strategic Alliances  + Tactical Market Planning ¢+ Risk Management
+ High-stake Negotations + Budget / Sales Forecasting + Public and Media Relatons

PROFESSIONAL EXPERIENCE

INT CoMMUNICATIONS CORPORATION, New York, New York
President and CECQ, 1272004 Present
Provide executive leadersiip for 340 million commmications imfrasiruciure service provider with eight
district offices and net ffeld profit of 33.8 million.
Lead operations and strategic direction with full responsibility for bottom-line factors, including long-
range planning, global product management, and software development processes. Provide cross-
functional management: direct three Vice Presidents, CO0O, CFO, and eight District Managers: and
general oversight of 500 emplovees. Direct all operations for installation and service provision for
mfrastrocture systems: LAN, WAN, fiber oplics, voice and data networks., Redeline organizational
structure; oversee major pricing decisions and perform monthly financial evaluation of company results.
Key Achieventents:

* Created a more responsive and market-driven organization resulting in increasced sales from %22
mvillion to 540 million in five years,
Substantially mmproved productivity while reducmg staflfing and operational costs by 28%.
Orpened new marketing channels and established strategic alliances in Asia and Europe.

L S

Developed and introduced successful new products for international markets.
Returned company to lngh profitability through strategic and efficient restructunng.

v
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ELLEN MOSCONE

27 Colmore Row, Birmingham, England B3 2ZEW | C: 07956 654 32 | example-email@example.com

Professional Summary

Certified Nursing Assistant with 8+ years work in fast-paced environment handling confidential paperwork, administering
medication, and providing quality palient care. Established record of reliability and creating positive rapport with patients,
family and staff. Experience serving chronically ill patients, including assisting with daily living activities and household
tasks. Patient and highly compassionate.

Certifications and Licenses

Certified MNursing Assistant (CNA), UK 2005-Present
CPR, BLS, and First Aid Certified

Skill Highlights

Diagnostics

Medical records
Charting

Patient care

Medication administration

HIPPA compliance
Medical terminology
Patient monitoring
Calm and level-headed
Quuick problem solver

Professional Experience

Certified Mursing Assistant 11/2010 to Current
Silent Hill Healthcare Staffing Birmingham, England

Assess vital signs, collect lab samples, and provide pre- and post-operative care.
Assist patients with activities for daily living such as bathing, grooming, and meals.
Complete and submit clinical documentation in accordance with agency guidelines.
Support diagnostic and technical treatment procedures, such as setting up and operating special medical
equipment and apparatus.

Facilitate games and other activities to engage clients.

Perform routine tests such as urine dip stick, vision, and hearing fests.

Work in diverse settings including nursing homes, hospitals, and private residences.
Provide patients and families with emotional support.

Maintain a clean, orderly and well-stocked environment.

Adhere to safety guidelines, institutional policies, and company regulations at all times.

Certified Nursing Assistant 122005 to 10/2010
Benevolence Healthcare Birmingham, England

Observed and documented patient status and reported patient complaints to the case manager.

Read and recorded temperature, pulse, and respiration.

Massaged patients and applied preparations and treatments, such as alcohol rubs and heat-lamp stimulation.
Provided necessary supplies, support, and assistance to medical staff and patients for unit specific procedures.
Tended to patients with chronic illnesses.

Charted daily information on the residents such as mood changes, mobility activity, eating percentages, and daily
inputs and outputs.

Education and Training

Certified Mursing Assistant Training 2005
University of Oxford Oxford, England



NICHOLAS R. HEINE

12343 Street Name Ave. - Austin, TX L1111 - (555) §55-5555 or (555) 553-3555 - email@resumewriters.com

SUMMARY OF QUALIFICATIONS
Exceptional leader with talent selling design, quality, service and value over price. Proven revenue generator in all
market conditions. Adept at B2B sales and negotiations with decision makers at many levels, Technically savvy.
Demonstrated ability to build new territories and expand opportunities within existing client base. Outstanding
relationship building, training, and presentation skills. Intelligent, articulate, and driven 10 succeed.

CorE COMPETENCIES
Strategic Planning Medical Sales Client Relationship Management
In-Service Training Client Needs Assessment Market Analysis
Forecasting Profit & Loss Management Negotiation
PROFESSIONAL EXPERIENCE
InNER SYSTEMS, LLC, Dallas, TX 472006 — Fresent

.Flem‘.ﬁ:ﬁu Representative
Sell post auricular hearing aids to Otolaryngologists, Audiologists, and licensed hearing aid specialists.

»  Manage comprebensive | 5-phase sales process that begins with cold call and concept sell.
«  Plan and conduct consumer seminars and participate in tradeshows and
industry conventions.
»  Tramn Audiclogists on proper physical fitting of product and use of software.
+  Achieved up to 245% of production targets in Illinois and Indiana in first 3 months.
»  Selected to launch Minnesota territory and manage Wisconsin and lowa,

AURAL TECH, INC., Seaitle, WA 32005 - 372006
Territory Manager (MN, NI, SD, 1A, and M)
= Analvzed market and identified opportumties,
«  Sold medical devices (hearing aids, personal FM and active learning systems) in educational market.
«  Cualified leads; assessed needs and recommended solutions; negotiated and implemented pricing.
+ Provided in-service training, workshops, and presentations to educational audiologist, SLP & SPED
directors, teachers, superintendents, architects, technology directors, and principals.
= Develeped monthly and yearly sales and budget forecasts.
«  Maintained detailed database of prospecis and customers; documented sales calls to facilitate follow up.
= Urew key accounts 13% - 80% in first year.

SELF-EMPLOYED, Tulsa, OK 32001 — 42005
Sales/PC Technician
«  Attracted and retained loyal clients by building reputation of integrity, knowledge, and accountability.
«  Sold [T services, including: PC repair and upgrades, Web design, network set-up, and software training.
« Spurced and developed leads via assertive cold calling and flyer campaigns.
«  Cross-sold services using B2B and B2C and multi-channe] strategies and peer networking.

TRU COMMUTER AIR, INTERNATIONAL, Dallas, TX SI2003 — 82003

© futern

+  Spearheaded a research project which will save an estimated $30,000 annually in unnecessary removal,
overhaul, and replacement of avionics components and over $230K in lost revenue from aircraft downtime;
served on Champion Air Reliability Improvement Project team.

EDUCATION
GRAMMAN STATE UNIVERSITY, Austin, TX
Bachelor of Arts: Business Management, 2003

COMPUTER SKILLS
= MS Word, Excel, Access, PowerPoint, Outiook, and Windows; Act!, Sales Logix, and Goldmine
*  CompTIA A+ Certification



LILY WRIGHT

1 Main Street, Mew Cityland, CA®1010 | | C: [555) 322-7337 | example-email@exomple.com

SUMMARY

Dedicated Customer Service Representative motivated to maintain custoemer satisfaction and contribute
to company success. Proven ability to establish rapport with clients and exceed sales guoias. Reliable
and driven, with streng time management and priortization akilities.

HIGHLIGHTS
* [nsurance e Service-oriented
= Banking « Conflict resclution expert
+ Technology ¢ Courteocus demeanor
e Claims questions « Sharp problem solver
+ Pelicy/account changes ¢ Energetic work atfifude
EXPERIENCE

09/2011 to Cumrent Customer Service Representative
Hikers Insurance — Mew Cityvland, CA

= Answer customer telephone calls regarding existing accounts,

= Make requested policy and account changes.

+ Respond to questions and concerns about service, and escalate calls
appropriately.
Censult with customers to evaluate needs and determine best options.
Counsel customers on options for service and coverage.
Upagrade service and offer additional service packages or options.
Censistently improve customer satisfaction through expert resolution of
conflicts, issues, and concerms.

02/2006 to 08/2011 Customer Service Representative
PG Bank Services — MNew Cityland, CaA

+ Promplly responded to general inguiries from members, staff, and clients via
telephone, mail, e-mail, and fax.

« Resolved service issues and shared benefits of additional services.

+ Maintained upto-date knowledge of bank policies regarding payments,
account changes. and upgrades.

* Excelled in exceeding daily credit card application goals.

+ Developed highly empathetic client relationships and eamed reputation for
delivering exceptional customer service.

+ Cross-trained and provided back-up for other customer service
reprasentatives when needed.

10/2004 to 01/2006 Teller
Mountain National Bank — MNew Cityland, CA
+ Processed cash withdrawals, deposits, and selected intfernal and external
account payments.
+ Adhered fo regulatery, security, and audit precedures.
+* Baolanced daily cash deposits and bank vault inventory with a zero error
rate.

CERTIFICATIONS

Licensed Limited Lines Trave! Insurance Agent, State of California, 2011-Present



VAN JONES

12345 Street Name Ave. o Springfield, CA 11111 # {355) 555-5555 or (555) 555-5555
AXXXXNTresumewriters, com

EXECUTIVE SUMMARY
Extensive experience in operations and manufacturing management spanning plastics, metals, automotive,
medical, and aerospace industries. Passionate about quality and customer satisfaction. Record of improving
efficiency, productivity, and profitability through automation and process improvement. Outstanding
interpersonal, motivational, and presentation skills. Analytical, articulate, and diligent.

CORE COMPETENCIES
Strategic Planning Process Improvement Project Leadership
Quality Control Budget Planning & Cost Control Client Relations
Manufacturing Auwtomation Praposal Development Market Analysis
PROFESSIONAL EXPERIENCE
Independent Consultant 2000 — Present

» Plan and execute research and development on free energy products.
+  Direct prototyping of various products.
+  Develop eryegenic proposals for drving and treatment of components and products for various
industries in British Columbia,
WINSTON TOOLS INC,, Toronto, Omtario 1996 - 2000
President
« Directed strategies for prototyping, research, and development of new products for avtomotive, medical,
plastics, and aerospace industries in government and private sectors.
+ Facilitated development and manufacturing operations.

VILLAMON LTD, Toronto, Ontario 1992 — 1996
Manufacturing Consiltant

+  Recruited to analyze and optimize operations of 100,000 square foot manufacturing facility.

« Identified areas of opportunity and money losing products; devised strategy to turnarcund operations.

WESTERN MANUFACTURING COMPANY INC., Detroit, Michigan 1990 - 1991
Fic: President Operations
Directed and managed all operations including 1,000 employees and 375,000 square foot facility.
+ Reported to CEO and held full profit and loss accountability.
+  Oversaw plants in 4 locations with differing product categories: automotive, sheet stock, die cut and
injection molding.
+  Established stringent operations budget and manufacturing labor standards.
«  Reduced overtime by 73% and workforce by 15% while increasing productivity by 10%.

WONTON INTERNATIONAL INC., Sunmyvale, California 1988 — 1989
Asxistant to the President

REXTON INDUSTRIES, Van Nys, California 1986 — 1987
Kenior Product Engineer

POVALE TECHNOLOGIES INC_, Northside, California 1984 - 19586
Product Field Engineer

Sample provided by weww. resumewriters.com



Susan Ramirez

1401 Valencia St. (Cell) 415-555-1212
San Francisco, CA 98034 susan.l.ramirez@gmail.com (Home) 415-555-1212

Chief Technology Officer

Senior Executive with a 15 year track record of delivering complex, high risk, high value projects through
development, program management, and product management. Combine an entrepreneurial instinct, in-
depth technical skill, and a strong reputation for developing and motivating cross-functional teams at all
levels. Experienced at being the voice of the business, capturing the right message for the largest impact.
Build rapport with management, vendors, peers, clients, and technical specialists.

Strong Business Competencies in:

» E-Commerce » Client Relationships » Market Analysis

» Human Capital Management  » New Business Development > Sales Forecasting

» P&L & Financial Statements » Competitive Positioning » Workforce Planning
Experience

RETAIL DIVERSIFICATION, INC 2008—Present

Software Development Manager, 2010-Present

Building a Retail Customer Experience team to create the next generation web in support of an existing
$30M motorcycle business.

» Managed the on-site and offshore development teams that provided the technical architecture, design,
and support of software assets, including a database of nearly 4M parts and accessories, and a
monumental amount of supporting vehicle information.

o Integrated the Ul database into the search indexing group.
» Increased team development capacity by 350%.
» Initiated a complete web site redesign, managing all aspects of back-end and front-end systems

Senior Technical Program Manager, 2008-2010

Directed the technical success of a large cross-company data quality and e-commerce project.
Coordinated more than 10 development teams throughout an aggressive 6-month project delivery and
subsequent support phase.

» Orchestrated the completion of an “impossible project” in a politically charged environment with VP
level scrutiny; delivered on-time and within budget, despite assuming control for project 4 months
behind schedule.

» Doubled the turnover of retail sales changing the way organic food was sold, and setting the
benchmark for the rest of the wholesale foods category.

» Managed a myriad of short and long term activities, including
o Refining project purpose, scope, and deliverables.
o Immediately instituted strong program management practices.
o Scoped work and coordinated deliverables for more than 10 technology teams.
o Created a framework for all teams to clearly understand the business requirements.

COMMUNICATION SOLUTIONS, INC 2005-2008
Senior Product Manager

Recruited to join small company with a startup mentality in order to take ownership of an established
Product Line with the intent to evolve it to the Next Generation in its class. Delivered revenue of $50M per
year. Product Manager for a line of IP Services routers, and VPN firewall appliances. Responsible for P&L,
product vision and roadmap, business plan, product definition, and management of product team.



Summary

Highlights

Experience

SAMUEL EVANS

1 Main Street, New Cityland, CA 91010 | | C: (555) 322-7337 example-email@example.com

Food service worker with fast food, retail and customer service experience. Organized,
detail-oriented, and hard-working with training in food safety and handling. Deliver orders
quickly, take requests, and maintain dining area in a clean and neat fashion.

*  Hard-working and reliable *  Energetic and engaging
* California Food Handlers Card * Comfortable standing for long time
*  Delivers exceptional customer service periods
*  Neat, clean, and professional *  Superb communication and people skills
appearance *  Friendly and outgoing
*  Proficient cook *  Trainer and mentor
Server

Jun 2012 to Current

Flora's Quick Sit Diner - Mew Cityland, CA

Serve fresh, hot food with a smile in a timely manner.

Prepare and deliver beverage such as coffee, tea, and fountain drinks.

Record customer orders and repeat them back in a clear, understandable manner to
minimize errors.

Promptly report complaints to a member of the management team.

Package to-go order items into bags place drink orders into carriers.

server

Jun 2009 to May 2012

Belaire Burgers - Mew Cityland, CA

Scheduled activities and equipment use with managers, using information about daily
menus to help coordinate cooking times.

Delivered orders to customers at windows, counters, and tables.

Correctly received orders, processed payments, and responded appropriately to guest
CONCErns.

Took necessary steps to meet customer needs and effectively resolve food or service
issues.

Up-sold additional menu items, beverages, and desserts to increase restaurant profits.
Assisted management with monthly inventory control and weekly stock ordering.

Cashier

Danny'
-

L
-
-

Jan 2007 to May 2009
s Pizza - Mew Cityland, CA
Wrote order tickets and processed customer payments.
Answered telephone and in-person inguiries.
Found extra tasks when scheduled duties were completed.
Worked well with teammates and openly invited coaching from the management team.



CAMILLE REUBENS

2207 Beach Avenue, Los Angeles, California 20045
213.555.1854 . careub@myisp.com

QUALIFICATIONS PROFILE

Highly creative and multitalented Graphic Designer with extensive experience in multimedia,
marketing and print design. Exceptional collaborative and interpersonal skills; dynamic team
player with well-developed written and verbal communication abilities, Highly skilled in client and
vandaor ralations and negotiations, talented at building and maintaining “win-win™ partnerships,
Fassionate and inventive creater of innovative marketing sfrategies and campaigns;
accustomed to perfiorming in deadline-driven envirgnments with an emphasis on working within
budget requirements. Creative expenence in the following:

PRINT PHOTOGRAPHY WEB & MULTIMEDIA

s [Brochures & Newsletters + Black & White Photography * Aeb Site Design

¢ Logos & Business Cards + Lithography + Video Editing

s Posters & Post Cards + Retouching * ‘Video Photomontages
&« Stationery & Photograph Restaration & CD Cowver Design

PRO FESSIO NAL EXPERIENCE

Cygnet Media Productions, Long Beach, Califormia
Art Director = Graphic Design, 2005-Present
Successfully manage and coordinate graphic design projects from concept through completion.
Collaborate with clients to create vision, conceive designs, and consistently meet deadlines and
requirements, Effectively build, motivate, and direct design and production teams, Coordinate
freelance designers, consultants and vendors to meet all preject requirements. Create and
conduct highly persuasive sales and marketing presentations. Experly converd features fo
benefits to achieve client objectives. Manage all operational, strategic, financial, quaote/bid,
staffing, and administrativa functions.
Key Achievements:

+  Successfully completed client projects worth up to $470,000,

+  Provided proposal layout and design for million-dollar corporate contracts under
extremely tight deadlines,

= Established trusting relationships with designers, vendors, and key clients,

Market Studios, Ltd., Morwalk, Califernia
Senior Graphic Designer, 2003-2005

Successfully translated subject matter into concrete design for newsletters, promaotional
materials and sales collateral. Created design theme and graphics for marketing and sales
presentations, training videos and corporate Web sites. Participated in team effort to produce
streamlined production of policy manuals and educational materials for newly hired employees
and freelance designers.



Edgar R. Jimenez
488 Farrish Circle Apt. # 1 » Charlottesville, VA 22903 e (434) 9717492
Jjimeneze02@darden virgimia edu

EDUCATION

Darden Graduate School of Business Administration Charlottesville, VA
University of Virginia

Candidate for Masters in Business Administration, May 2002

Marketing Club, Operations Club, LASA, Consulting Club

Universidad N. Agraria La Molina Lima, Pern
Food Industry Engineer, Mar. 1094 Bachelor of Science, Dec. 1991

Ranked 3™ out of 35 students

EXPERIENCE

2001

INTEGRATION COMMUNICATIONS INTERNATIONAL, INC. Mec Lean, VA

International wireless multimedia services

Summer Associate

* Researched, segmented and targeted a market in Buenos Aires for fixed wireless Internet
connection and updated a financial projection for the business.

* Elaborated positionng for the product in Argentina and organized mformation for potential
imvestors in the project.

1996-2000 GRANJA LA CALERA Lima, Peru
One of the largest agricultural industry and poultry companies in Peru
Sales and Marketing Manager
* PReorgamzed and managed the national sales operation, implementing hugh IT content,
modifying procedures and establishing cost-effective product classification and packaging.
Created a forecast price model to plan production and avoid bullwhip effect in supply chains.
Eedefined the target market., which increased customer base by 400% and doubled sales to
USH15MM. Efforts helped to aclueve 95% market share of supermarket channel. Directed the
mtroduction of the company’s brand.
1994-1996 ALMIDONES ¥ DERIVADOS S A. (Starch and Derivatives) Caiiete, Peru
New venture in production af sweet potato starch with USSIMM investment
Production Manager and General Administrator
* Evaluated m-depth company finance, sales and operations, and dealt with difficult financial
situation, maximzing margins, unproving efficiency and processing alternative raw materials
*  Supervised the building and installation of the new manufacturing plant. Efforts resulted in
fll operational capacity without any posterior modifications.
1993-1995 COORPORACION INKA KOLA S A & GLORIA S.A. Lima, Peru
Independent Quality Control Consultant
*  Evaluated products for Marketing Departments and monitored sub-contracted production
1992-1993 MMTECHNOLOGIES S.A. / MONTANA S A, Lima, Peru
Production and exportation of natural colorant: Carmine
Plant chief
*  Analyzed and mmproved Carmune Chemical Process, resulting 1n more efficient process.
* Implemented a laboratory to perform quality control and product 1n process analysis.
INTERESTS

Biking, trekking and avid reader of politics, history and sociology.



PAUL R. COURSON

12343 Street Ave. » Boston, MA 11111 » (355) 555-3555 or (355) 5535-5555 e email@resumewriters.com

SUMMARY OF QUALIFICATIONS
Dedicated Network Systems Administrator with comprehensive data and telecommunications experience.
Expertise i data network security analysis and wireless security.  Technically savvy. Adept at solving
networking, electronics, and computer technology problems. Effective at training technicians and laypersons.

CERTIFICATIONS
Certified Wireless Network Administrator, 2003 Cisco Certified Network Professional, 2002
Microsoft Certified Systems Engineer, 2001 Cisco Certified Network Associate, 2001
Microsoft Certified Systems Engineer NT, 1999 Microsoft Certified Professional, 1999

Miecrosoft Certified Professional Plus Intermet, 1999

ACCOMPLISHMENTS

»  Saved company thousands of dollars in annual renewal fees by implementing Public Key Infrastructure
for internal use.

»  Aided in configuration and implementation of secure wireless solution that utilizes digital centificates to
assist Field Service Automation Department to utilize mobility.

» Configured and tested Cisco Intrusion Detection System Configure and vest ENES Department data and

backup servers.
# Configured and implemented Science Fair Web Server.
PROFESSIONAL EXPERIENCE
BOSTON WERKS TECHNOLOGY 9/1995 — Present

Network Sysiems Administeator C (2000 = Present)
Operate and maintain corporate network and critical networks, protecting network assets,
Establish and maintain external communication with other networks
Develop and strengthen working relationships with other IT&T units, customers, and partners.
Assist in development of ENES plan and support IT&T strategic plan.
Ensure daily activities are aligned with Network Operations Division priorities and objectives
Network Systems Administrator B (1998 = 2000)

= Supervise and trained technical staff; aided staff to troubleshoot complex customer issues.

+  Supported and maintained local servers.

+ Maintained local phone connectivity and hookups.

UBS BOsSTON, Boston, MA 1993 - 1998
Technical Coordinator IT
= Maintained connectivity with remote sites via satellite connection with [BM AS40H) system located in

house by utilizing the AS400 commands.

TECHNICAL SKILLS
Saoftware: MS Word, Works, Excel, PowerPoint, Access, and Project; Symantec Firewall and
Backup Exec
Operating Systems:  MS Windows NT/2000 and Linux (Red Hat, Mandriva, and SuSe)
Networking: Cisco Routers and Switches, VPN, ACS, and Cisco PIX
Programming: Visual Basic

Sample resume provided by www, resumewriters.com



ADDISON JoycE, RN

963 E. Main, Helena, MT 59601
406-355-5220 = a.joy@myisp.com

QUALIFICATIONS SUMMARY

Dedicated and patient-focused Registered Nurse with proven expertise in acute care, staff
development, and family advocacy.

# Exceptional capacity to multitask: manage competing priorities with ease while fostering
delivery of superior patient care.

= Solid administrative and referral experience include admissions, assessment, treatment,
referral, and education for a broad range of patients.

»  Widely recognized as an excellent care provider and patient advocate.,

* Demonstrated ability to forge, lead, and motivate cutstanding healthcare teams that provide
top-quality patient care.

F  Qutstanding interpersonal and communication skills; superior accuracy in patient history,
charting, and other documentation.

Certifications and Proficiencies

Ventilator care Care plan administration

. *  Med/Surg .

+  Telemetry +« [CU and CCU «  MG/MSump and Ped tubes

= Intravenous therapy + ER Procedures + Patient/family education
= Phlebotomy +  Triple lumen CYP + Training and inservices

+ Basic life support + AV fistulas +  Meditech documentation

CAREER EXPERIENCE
57, AnDREW"s Hotmimal, Missoula, Montana
Staff Nurse, Intensive Care Unit, 2008-Present

Serve as charge nurse caring for patients with life-threatening illmesses, including acute congestive
heart failure, acute myocardial infarction, drug overdose, massive trauma, respiratory failure, and
disseminated intravascular coagulopathy. Promaote health and support patients and families in coping
with illness. Skilled in bedside monitoring, 12-lead EKG, and Bennett 7600 ventilator.

+ Provide strong contributions as key member of unit quality assurance program designed to
identify and evaluate problems, manage patient census, and allocate staff assignments,

= Exhibit motivation and dedication by providing the highest quality of care to each patient.

O'FLamuEry MEDICAL CENTER, Missoula, Montana
Emergency Staff Hurse, 20052008

Provided care for patients suffering from trauma, acute chest pain, respiratory failure/complaints,
drug overdoses, and gastrointestinal bleeds. Acquired and recorded patient information. Prepared
patients for surgical and radiological procedures, initiated and maintained intravencus therapy, and
operated 12-lead ERKG,

= Contributed substantially to successful JCAHO accreditation within the department.
= |mplemented and coordinated ongoing staff education program,

Conlinued...



DERRICK CRABTREE

48 Pebiole Rd.. Salt Lake City, UT 80 | | O 5553527337 | exomple-email@example.com

SUMMARY

Accomplhied Business Anclys! skiled in echieving operationd elficiency and inCreoiing revenue in
fhe haaith cote industry. Business process improvernent, dota anahysis, ond astet management
expert. Employs reol couse analysis fo identify Bswes ond develop process improvements that lead
to cost savings, Exceplional planning and mplementalion capabdiies,

HIGHLIGHTS
= Budiness process impeovamaent = Budgeling
»  Forecadting and plonning e Project I
v Acheomced Eacel modeing s Project e cycle
= Cost-banefit analysis = Syfem developmaent ife cycle
¢ Business systemns anoalysis + 5 chonge managament
EXFERIEMCE

B2001 b Curenl Llead Business Analyst
I-Ilrhn-l Howplhal = Salf Lake City, UT
ipeahead supply chain precess improvement and systems
implemaentation projects,

=  Davelop malic: vied to determine inefficiencies and creas for
imprenament aonoss the hospital,

« ldentity proces botlenecks and mplemented new and improved
processes and policles.

e Leod orosdunchonal leams o andhae and vnderitond e oparabionol
impach and opportunities for technology changes nstiution-wide.
Redrecied lechnology mosher plon loword o ferwornd- thinking approach.

+ denfified key roodblocks ond proposed effectve solufions for $55 milion
progect thal saved the hospatol almost §1 mlion doliars,

= Promoted to Lead Anclyst alter just 11 months of employment.

08/2010 fo 072011 Business Analyst
Hl-rhnsl' Hosplhal — Salt Lake City, UT
Anolred deportment technology teoge and determined the best coune
for future purchoses,

+ Conducted octivity-bosed analyss of hospetol processes ond maode
recommendalicn bosed on the firdings.

e«  |danffied proces Bowndanes ond developad oppartunilie:s fo culomats
procestes and funchions,

=  CGothered technical requirements and participated in dedgn sesdons.

«  Ensured complance with estoblshed intemol control procedunes by
examining reconds, reports, operating proctices. and documentation,

022005 fo 08720710 Business Analysl
lihr:rl'lm-plul Saolt Lake City, Tewas
Perfommed research to assist in development of project scope, define
requiements, ond propose changes.

= Dratied monthly inoncicl recenciations ond forecashs,

v Asniled senion stall with development of eflective presentalions,

= Colecied, dato anahred frends, and created repots o reguesiod.

EDUCATION

g Bachelor of Sclonce: Business Manogemant
University of Texos — Daolas, TX
Emphass in Busingss Analytics
Top 5% of closs



3ample Beenme » Copyright & 2006 Quest Carser Services, LLC » bftpoifunen questcaresr.com

Jane Doe
123 Abbott Aenue
Sy Clitr, Any State 12345
(1237 4561300
Jdoe Byrahioo . com

Objecthve

T cbtain a phamaseutical males position that utilizes mor sxperiznce in cpemiicns and progmm managament,
process improerements and implementation, and client relations.

Professional somomary

Experienced and goakodented medizl prodassional with a tack moomd of coneietently mesting and axceeding
ectablinhed goale and objectives related o management, trining and eduwsation, and client relaticone. Skilled in
build ing long-term relationehipe with all levele of hoepital etaff and phamaceutical and medical aquipment
mpreeentatives, Achisrsd signifiant meube relaked to pomoting crganimtional greasth and staff deavelopment,
Eesurng nesesrary industy-mbied d ssignationes, and increasing cwmll patizat wolume. Motivated and ambitious
with exceallant interpemonal communication, ralationehip managemant, and presentation ekille

Eduocation
University of AR
Master of Soiencein Huming, Enphasie on Emergenon Traums

University of ABC
Bashelor of Sciznce in Mursing

Professional Experience and Achlevements

= Berved ag lisiron bedresn sompany and pear crgmnizations, communisting vadous issues and troubleshooting

= Bupported deselopment and implementation of quality improvement functions, smeuring somplinnee with stdst
sitate mpulatione regading pediatds amergency cars.

= Arrerred potient nesds mlated to squipment and mdemed findings to boad for pushasing approeml.

=  Partnersd with Chuality Impraeeme.nt department staff and hoepitl management to prepam for JOAHOD cneite.
winit, propeady interped sfandarde, and ceate. improsrement plane.

=  Managed multidieciplinary taek force cremesing dewvelopment and implamentation of new procedurss and
medical dewices to sgnificnily reduce needlegick injuries.

Saff and Tmining Developmant

®»  Coominated varioue training iemies to promo e cngoing professional developmeant and goal sstting for staff.

= Decrsloped inncemtbee sumculum for Yanderbilt's Padiatds Emergency Medicine Beminar and sered ae guest
lesturer.

®  Designed tmining sontent for hoepital-wide implementation of restmint appliction, snsurng stict compliance
with 24 HZ requiremenis and proper produst applistion.

= Applied content through trining eeesione and preesntations for over 1000 siaff membere.

* Cmated pmgmm to moognice, motivate, and snsure mitention of numes with specifiz and demonstrated clinizl

= Analyzed, movieed, and facilitated medicl center odanation pegmm for neely himed statf mem bers.

= Prwided key support for succeseful conflict meclution, tmining and sonient dewelopment, and mesting
oo d inaticn

Erogram Denign and Admintrtion

= Collaborsted with phyiciane and numes on desrelopment, sraluation, and implementstion of naticnally
moognized programe and related strrtegies and vislons.

»  Conducted presantations on utilization of waricus squipment ues, pediztds amergancy medicine, and amergency
numing for hospital ad minictretoms, physicians, numes, EME, and numing studentr.

®  Led Sieedng Committes on Conscicus Sedation scompoesd of physiciane, hospital administetom, and numes 1o
desrelop cumicsulum and content for educational eedes.

* Omated ole and soomdinated related presentations, dissumicns, and mestinge with hoepial adminktmtion,
departmeant chair, and madi=l boarde.



JAMES TAYT.OR
anymaners dol.com

PROFESSIONAL EXPERIENCE

ABC Imternational; Anytown, US54
President (1997 -Present)
+ Consult with Pre-IPO and start-wps preparing to expand marketing and production into Ssia
[dentifyy and initiate partnerships and wenture capital fimding sources; establish vendor/supplier
relationshaps; and structure entirve strategic business and marketing plans.

Major Compuwier Corp; Anytonn, USA
Billion Dollar Mubi- National Mamdachoer Of Disk Dxdves
President, Asia Operations {1996-1997)
* Besponsible for wolume manufactusing. Bedesigned all manufactosng processes to include robotics
assembly, cell concept and kan ban manufactoring techmigques. Introduced “Six Simma™ disciplines
and resttuctured to a babch mode manufactoring process.

ABC Coxp; Anytonn, USA
Billion Dollar Mubii- National Mamdfachoer Of Drisk Drives
Yice President & Managing Director Asian Operations (1990-1996)

*  One of only toro Wiesterners assigned to the Singapors Mational Prodocttaty Board designed to set-
up training mrants and programs to various fsian businesses and industy. Avrarded Singapone’s
highest tramming aerard for poavately held comparnies in 1995 and 1995, Appointed M ational Magnetic
Technology Center Board of Directors, Mational University of Singapore. Featured story in March
1995 issue of Productivity Digest, “Legend of Today: ABC.”

*  Dhuring this period successfully negotiated tax incentrres for new and exsting 15 companies with
local Asian goverments. Megotiated 23 jears tax free status for three multinadonal compandes and
saved ABC 350 million in anwual foreion taxes.

Unlnown Technolo mies; Amnonm, US4
Eillion Dollar Mubti-I ational Mamfacnwer Of Disk Duives
Yice President & Manamng Divector Singapore Operations (1959-19910)
*  Dhrected massive and sudft te-enginesting processes and administrative changes. Schiewed wolume
tnanufactusing goals writhin & weeks with inereased outpast of 11%.

XYL Corporation; Anytonn, USA
Yice President Wor dwide Operanions {1955-1959)

* Planned, designed and divected total build out and startup operations. Implemented Monteeal
Protocol fAopesment for elitminaring the use of CFC while deaning electronic components. Fecessed
frutnerons awrards for meeting extremely challenging deadlines and tewenus goals, including the “Ese
of the Tiger” awrard for the most innovation solutions to increase growth in one year.



» BROWN

69 38th Ave., London, England W1T 1JY | C: 07956 654 32 | example-email@example.com

Profile

Advanced web developer with 10 years of experience in structuring, developing and
implementing interactive websites. Innovative use of technology and SEO to drive traffic and
engage users. Able to complete projects efficiently and satisfy customers with attractive,
user-friendly websites.

Areas of Expertise

Work Experience

Education

® Advanced programming and design ® Project management
skills ® Srong collaborative skills
® Web content management ® Website optimization
® | anding page development ® [Excellent problem solving skills
® SO
Senior Web Developer Jul 2009 to Current

NorthWest Website Development — London, England
® Meet with clientsto gather requirements, design sites, and outline schedules.
® Manage web projects with 2-5 developers.
® Develop concepts, control project flow, and ensure deliverable milestones are met.

Web Developer Jul 2005 to Feb 2009
STOMP Media — London, England
® Performed website design and development for clientsin diverse fields such as medical
devices, educational software, and entertainment.
® Soecialised in sitesfor new local artists, including elements such as tour calendars,
ticket shop carts, music streaming, and news updates.
® Worked closely with senior developer and learned advanced project management
skills.

Contract Web Developer Jul 2005 to Feb 2009
Self-Employed — London, England

® [Designed websites for clients on a contract basis.

® Developed project scope and created concepts.

® Maintained schedules and assured on-time delivery of content.

Bachelor of Science, Computer Science 2003
University of London — London, England

® (Graduated Summa Cum Laude.

® (Coursework in Programming, Data Sructures, and Computer Architecture.

Technical Skills

JAVA, HTML, SQL, ASP, PHP, CSS
Wordpress, Blogger, Tumbler, Twitter, Facebook
Dreamweaver, Photoshop, ColdFusion



TrRACY MORRIS

10 Main Stresst = Santa Clara, California 95052
tmorrisg@myisp.com = h 408 5555011 » ¢ 408, 220.0004

SENIOR SALES MANAGER
Strategic Sales Planning » Relationship Management - Market Expansion

Dynamic, resulis-driven sales strategist with a 14+ year record of achievement and demonstrated
success driving multimilion-dollar revenue growth while providing visionary sales leadership in highly
competilive markels. Solid track record securing key clients and increasing product distribution to grow
market share. Tenacious in bullding new business, securing customer loyvally, and forging strong
relationships with external business pariners. Exceplional mentor and coach; combine business
acumen with innate leadership abilities o recruil, build, and retain lop-perorming sales teams.

Key strengths:

High-impact Sales Presaniations
Termitory Growah Management

Mews Product Launch

Strateqic Market Positioning

Meeds Assessment & Product Education

Multimilion-dollar Negoliations

Budget Administration / P&L Managemeant
Recruiting and Staffing Initiatives

Staff Developmeant Programs

Team Leadership, Coaching, and Mentornng

PROFESSIONAL EXPERIENCE

SysTEMS CORPORATION, Santa Clara, California
Director, North American Sales (2008 to Present)

Oversee colporale sales aivision with eight district offices for leading inrovator in data storage and
aufomation with 1500 employees and annual revenues exceeding 3100 milion.

Direct sales and business development functions, including new product rollouts, key account
managemeant, customer relationship development, contract negoliations, and arder fulfillment. Manage
P&L and budget responsibilities. Conduet cross-functional team training, coaching, and mentoring. Lead
district sales managers and markefing associales located throughowt the U.5. and Canada, Design,
implement, and adjust various sales plans and programs for data storage products, with a focus on
building two-tier distribution channel and fostering demand in the Fortune 500 arena,

Selected Achievements:

+ Inzstrumental in complete turnaround of under-parforming sales team; set higher expectations
and instituted individual accountability resulting in 450% revenue increase over three years.

+  Met or exceeded all guotas throughout tenure; averaged more than $57 million in annual
sales in North America and earmed multiple company awards in recognition of perfarmance.

+ Consistently developed sirong, suslainable relationships with VAR parners and executive
decizsion makers of Fortune S00 client companies.

DrRVE STORAGE, INC., Chicago, llinois
Midwest Sales Director (2003 to 2008)

Recruited to buildd and develop top-producing sales feam and manage 12-slate territory for computar
distribirtor with £110 milien in annual sakes.

canfied



Mary A. Smith

B85 Main Street « Sacramento, C& GEGEES
Home: (123) 456-7890 « Cell: (OBT) 654-3210
Email. schoolprincipali@anyemail com

Award-Winning Middle School Principal
Improving instructional gually, academic pregramming, and standardized tes! scores af the middle schoo! lpvei

Background reflects 18 years of exparience in educational leadership in K-8 environments. Establishad a reputation
@5 @ progressive administrator with a successful track record of increasing sludent performance, school rankings,
and credentals of faculty. Instiuted stale-of-the-ar curmcula, acedemic programs, and teaching practices that
lacisatled student learning and molivalion. Established exceptonal relationships with parents and comemuny.

Areas of Expertise

m Middle School Operations Management m Process Redesign & Process Improvemaent
m Cutting-Edge Curriculum Design & Management m Public Relations & Community Relations

® Teacher Development, Coaching & Mantoring m Teambuilding, Recruiting & Staffing

= Budget Development & Managemeant m Literacy Enhancement Initiatives

u Cost Analysis, Cantrol & Reduction w Character Development Programs

Education

= Jahngon University, Sacramento, CA - Magter of Scence in Educational Leaderahip, 2008
= Teachars' College of Washington, Seatile, WA = Bachelar of Sciencs in Elemantany Education, 1991
= Cortifications = Callornia Stale Chisl Schosl Administrator, Principal, and Teacher of Elemantary Education

Professional Experience

SACARMENTO PUBLIC SCHOOLS, Sacramenta, CA & 1991 = Presont
Principal of Gwendolyn Reynolds Midale Schoole Sept, 2006 - June 3010

Fromaoled 1o increase achdemic performance of a T45-student middie schaol with 101 faculty and staff members,
Direcied all school operations, cemculum development, budgeling, sludenl sedvices, program development, stadl
manlafing. and public reldlions fenctions, Worked clasely with Office of the Sugarinbendent 1o align school with
owverall district policies and mission. Developed and managed a 5275000 school operating budget.

+ Redesigned school policies and procedures fo create an environment that promoted teamwork and
eammaon goal attainment; iranstormed schoal fram an underpedorming lacility o the number #3 middle school
i th counly (oul of 26 middle schoals): hane's how:

» Achieved a 14% increasa in standardized 12815 in first year of leadership; improved school’s ranking from
boftorn 33% to top 25% In Math and Sclence by creating tasks forces o enhance perdormance.

« Expanded professonal developient programs for fecully members, reseanched and implemened low-cost
aducational programs, webinars, in-servicas, and e-aming programs o upgrade teaching skills

« Crealed a leadership struciure within each grade and department. prowviding clear and effeclive channals of
communcalion from the admintstration b facully members.

* Partnered with disirict middle schools 1o develop a unified approach to instruction and programming; led
th ralli-Facilily iniliathve fo address common, long-standing issees; played a key role in buikding the disbic ina a
cohesive unit, performing far above other districts in the stale; here's how:

+ Recruibed curmiculum developrment specialists 1o analyze existing academic programs, identify deficlencies,
and implement corrective action; msliluled a more hands-on approach, which increased academic Scones,

« Spearheaded process improvement iniliatives and niredeced dasncl-wide exiracurmioular academec prograris,
poalad disiricl resourcas bo minimize cost for vital school servicas,




Natalie Allio

75 Monument Rd., London, England W1T 1JY
Cell: 07956 654 32
example-email@example.com

PROFESSIONAL SUMMARY

Dedicated and focused secretary who excels at prioritising, completing multiple tasks
simultaneously. Specialise in administrative support to busy engineering firms. Committed to
delivering high quality results with little supervision.Energetic, organised, and professional.

AREAS OF EXPERTISE

e Microsoft Office proficiency e Time management

e Business writing e Professional and mature
e QuickBooks expert e Strong problem solver
e Self-directed e Resourceful

WORK EXPERI ENCE

Secretary, 02/2010 to Current
Hartwell Engineering — London, England
e Drafted meeting agendas, supplied advance materials and executed follow-up for meetings
and team conferences.
e Managed the receptionist area, including greeting visitors and responding to telephone and
in-person requests for information.
Designed electronic file systems and maintained electronic and paper files.
e Wrote reports and correspondence from dictation and handwritten notes.

Administrative Assistant, 04/2008 to 01/2010
ProServe Design — London, England
Created PowerPoint presentations used for business development.
Posted open positions on company and social media websites.
Created weekly and monthly reports and presentations.
Managed the day-to-day calendar for the company's chairman.

Secretary, 08/2004 to 03/2008
Scott Engineering — London, England
e (reated and maintained spreadsheets using advanced Excel functions and calculations to
develop reports and lists.
e Received and screened a high volume of internal and external communications, including
email and post.
e Properly routed agreements, contracts and invoices through the signature process.

EDUCATION

Bachelor of Arts: English, 2004
University of Oxford — Oxford, England



Professional Experience (continued)

RICHEMONT INTERNATIONAL - London, England 1P — 20004
Mirector of fntermational Pabific Relarions amd Medio Affiies fov ane of e warka s leasiing fnary
ooy gronps, encompassing Coartter, Aifeed Dl ond Adonehlanc,

o Recruited to lunch and oversee pubhe relatons and marketing for the Laurews World Sporis
Awards, the ESPN World Sports Academy, the noi-far-profit Laarews Sporis for Good
Foundstion, and the Dunhifl Links Golf Champronship.

= Wrote and implemented strategic marketing plan, developed a compachensive media framing
manual, set and monitored 3 muli-nvllion dolkar budpet, and managed a siaff of six employees
angl 20 contract workers aroand the ghobe

& Crew awaneness by 423% 1o reach 2.3 bathon people across 28 countries, genermting pabiicily
villued af 288 million Euros.

»  Colloborated with journalists scross 20 mtermatienal markets; managed red carpet media and VIR
access list, as well as all publicity in Monte Carto & the ESPN Exy Awards

& invited high prafile cebebtios and sports figures, including H5H Prance Alben, Michaet Jordan,
Belson Mondela, Edwin Mosss, and Cathy Freemian.

TEMBANI COMMUNICATIONS — Bedin, Gerngmny 195 = 1955
Founder and Mareging Director of o prblic relatioms fem with o disrimgisafed ofiess Tt
¢  Secured emineni acooums and promoted highly regarded sporting events, including the Alned
Dunhill Cop, Sowthern Africa PGA Tour, and Million Dollar Gal§ Chalienge
*  Auained publicaty for live concert evemts, including the Spice Girls, Bryan Adams Tour,
Counting Crows, and Simply Red.
»  Launched the Tank Franguise dress watch for Cartier, and handled Saella MeCartney”s debut
fashion collection for Chilod

SUSSENS, MANN, OGILYY MATHER - Johnnnesbarg, South Afnca 19 - 1995
Avconnt Nrectar
= Developed crisis commemnication strslegies in ling with advertising objectives, created
sponsership management prachices.
s Supervised government lobbying activities, and soced investmant progeams for Alfred Dunhall,
Lever Brothers, Prewwia, Portiand Cement, and the Independent Breadeasting Awthority,

FAIR LADY MAGAZINE — Cape Town, South Africa 19902 — 1994
Prblie Relations and Prowmotions Maiager Ve o feading women s fasiies perieio,

Community Leadership

Member of the Board of Directors - South Afncan Balled Theatre = 2005 - Presemt

Computer Skills

b5 Windows 9598 X KP, M5 Word, Excel, PowerPaint, Chitbouk, Explorer, Access, PhotoShop, M5
Praject, ASeel), LotusMotes

Education

HARVARD UNIVERSITY - Cambridge, MA
Bachilor of Arts i Art History » 1902
Gradugted with Hopors



VICTORIA REED

1 Main Street, Mew Cityland, CA 91010 | | C: (555) 322-7337 example-email@example.com

Summary
Experienced Server bringing enthusiasm, dedication and an exceptional work ethic. Trained in
customer service with knowledge of French cuisine. High energy and outgoing with a dedication
to positive guest relations. High volume dining, customer service, and cash handling
background.
Highlights
Warks well under pressure = Point of Sale (PO5) system operation
Exceptional interpersonal skills = California Food Handlers card
Trained in liquor, wine, and food # Food safety understanding
service = Upbeat, friendly, and positive
Master of sales techniques = Highly responsible and reliable
Food ingredients expert
Experience
Head Waiter Jan 2011 to Current

Chateaux Le Marc — Mew Cityland, CA

* & & @

Train new waiters and floor staff on guest service expectations, safety procedures,
proper food handling, and restaurant protocols.

Monitor dining room to ensure optimal guest experiences.

Waork with individual servers to improve performance.

Answer customer inquiries and resolve issues promptly.

Schedule wait and floor staff, approve time off, and rework loads as needed.

Waitress Feb 2008 to Dec 2010
Grand-Pére — MNew Cityland, CA

L]

Delivered exceptional, friendly, and fast service.

Answered questions about menu selections and made recommendations when requested.
Accurately recorded orders and partnered with team members to serve food and
beverages that exceeded guests’ expectations.

Skillfully anticipated and addressed guests' service needs.

Managed closing duties, including restocking items and reconciliation of the cash
drawer,

Waitress Apr 2006 to Jan 2008
Regis on the Balcony — MNew Cityland, CA

-

L

-

Assisted guests with making menu choices in an informative and helpful fashion.
Appropriately suggested additional items to customers to increase restaurant sales.
Effectively communicated with kitchen staff regarding customer allergies, dietary
needs, and other special requests.

Regularly checked on guests to ensure satisfaction with each food course and
beverages.

Consistently adhered to quality expectations and standards.

Routinely cleaned table linens, table settings, glassware, windowsills, carpets, counters,
floors, storage areas, and service refrigerators.



JULIA DOUGHERTY

852 Shlep Rd., Highland Park, NJ 08904 | C: (555) 322-7337 | example-email@example.com

Professional Summary

Responsible elementary school teacher with excellent communication skills demonstrated by 9 years of teaching
experience. Passion for education, especially science education for girls, Motivated, enthusiastic educator with a strong
desire to foster a cohesive student leaming atmosphere. Specialize in managing students effectively and maximizing
learning opportunities in diverse classroom setfings.

Qualifications

® Teaching, tutoring and counseling * Innovafive lesson planning

* MA Education ¢ (Classroom management

o Effectively work with parents * | eaming siyle assessment

* Motivating students * Performance assessments

s |nteractive teaching/leaming o Creative lesson plan development

Experience

3rd Grade Teacher 08/2009 to Current
Westwood Elementary School Seaside Heights, NJ

s Develop interesting course plans to meet academic, intellectual, and social needs of students.

s Establish and enforce rules for behavior and procedures for maintaining order among a diverse class of students.

* Coordinate after school tutoring hours with other teachers to help students in need of extra attention.

* Applied progressive teaching principles to a class of 29 students, improving standardized tests scores by 17% in

six-month period.
»  Received high remarks for the creativity of classroom lesson plans and instructional technigues from students,
parents, and faculty.

1st Grade Teacher 08/2004 to 05/2009
Sweetbriar Elementary School Seaside Heights, NJ
Developed, administered, and corrected tests and quizzes in a timely manner.

Implemented interesting and interactive leaming mediums to increase student understanding of course materials.
Routinely met with students' parents regarding in-class issues and leaming interruptions to discuss solutions.
Performed student background reviews to develop tailored lessons based on student needs.

Combined discipline plan with effective measures and various lesson plans to increase concentration,
participation, and progress student accountability.

Education
Master of Science: Education 2004
Western Governor's University
Concentration in Science
Bachelor of Science: Education 2002

Western Governor's University
Concentration in Science

Certifications

Mew Jersay State Certified Teacher - Current

Affiliations

Mew Jersey Education Associafion - Member
American Federation of Teachers New Jersey, AFL-CIO - Member



