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SAMPLE CHRONOLOGICAL RESUME
Hunter S. Jobseeker

12013 Future Drive #221 Residence (305) 555-1212
New York, New York 10019 Message (305) 555-1213

OBJECTIVE: Marketing, public relations or sales position with a medical equip-
ment company

SALES EXPERIENCE
March 1993 to Present
Commissioned Salesperson—Fine Jewelry
Macy’s Department Store, New York, New York
Sell men’s and women’s jewelry, develop positive customer relations, provide
sales promotion support for upper management, and maintain a product inven-
tory worth up to $3 million.
Achieved 100 percent or more of sales auota since employed
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Barney’s, New York, New Yoi*

Sold men’s suits, established customer relations, handled staff scheduling duties,
and ordered merchandise. Kept track of market trends and effectively refor-
matted the store’s accounting system as it pertained to this department.

Ranked first, second, or third in every sales program during period of employ-
ment.

ADDITIONAL EXPERIENCE
June 1987 to November 1989
Part-time and summer employment experience: Zoo Worker, Bronx Zoo, New
York, summer 1987
Word Processor and Medical Records Assistant, Mercy Hospital, New York,
September 1987-November 1989

EDUCATION
Bachelor of Arts 1n Biology—December 1989

Columbia University
GPA: 3.5/4.0

ACTIVITIES
Vice President 1989, Social Chair 1987, Pi Beta Phi Sorority

TpypooBou ctax
nuLwleTcs B
obpaTHOM

£ J0IICIOrMYeCcKoMm
nopsiake:
Ha4YMHaeTcs ¢
nocnegHero w
3aKkaHuYMBaeTCH
nepBbIM MECTOM
padoThbl



caMblW NIErknn U NPoCcToun B
COCTaBIIEHNN BUA, pe3tomMe
caMbI/ pacrnpocTpaHeHHbIN
aKUEHTUPYET BHMMAHME Ha
TPYyLOBOM CTaxe (Bpem4,
NPOAOIMKUTENBHOCTb, MECTO
paboThl)

NO3BOSIAET NPOCeAnNTb BECb
pabouunm onbIT

NoOXoOUT coucKaTenam, Yeu
onbIT paboTbl TECHO CBSA3aH C
NCKOMOMN paboTou

noaxoauT couckartenam, y
KOTOPbIX HEMPEPLIBHbLIN TPY40BOU
cTax

* aKLEHTUPYET BHUMAHME Ha
nocnegHem mecte paborTe,
ynyckasa u3 Buga npegbiaywme

* 320CTPSET BHUMAaHNE Ha
paspbiBax TPYAOBOro cTa)xa

* He BbIFOOHO A9 couckaTeneun
C HeDOSbLUMM TPYOOBbLIM
CTaXem



Functional Resume Sample

John W. Smith
2002 Front Range Way Fort Collins, CO 80323

iwsmith@colostate edu
Career Summary

Four years experience in early childhood development with a diverse background in the care of
special needs children and adults.

Adult Care Experience

Determuned work placement for 150 special needs adult clients.

Maintamed chient databases and records.

Coordinated client contact with local health care professionals on a monthly basis.
Managed 25 volunteer workers.

Childcare Experience
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o Asssted fanulies of special needs clients with researching financial assistance and
healtheare.
*  Assisted teachers with managing daily classroom activities.
¢ Oversaw daily and special student activities.

Employment History

19992002 Counseling Supervisor, The Wesley Center, Little Rock. Arkansas.
1997-1999  Client Specialist, Rambow Special Care Center, Little Rock, Arkansas
1996-1997  Teacher’s Assistant, Cowell Elementary, Conway, Arkansas

Education

University of Arkansas at Litrle Rock, Little Rock, AR

¢ BSin Early Childhood Development (1999)

¢ BA in Elementary Education (1998)

¢ GPA (4.0 Scale): Early Childhood Development - 3.8, Elementary Education - 3.5,
Overall 3.4,

o Dean’s List, Chancellor’s List

BbiaBuraeTr Ha
nepBbIN NNaH
HaBbIKU U
CMOCOOHOCTH, He
CUINbHO aKUeHTUpys
BHUMaHME Ha CTax
pabdoThl



He aKUeHTUPYeT BHUMAHME Ha

TPYOOBOW CTaX, KOTOPbIN HE

SBMNSAETCHA 3HAYMMbIM OJ19 MICKOMOW N
OOIMKHOCTH

3a0CTPSAET BHUMAHNE Ha

npodpeccmoHanbHbIX HaBblKax U

YMEHMNAX

3a0CTPSAET BHUMAHNE Ha

npodeccnoHanbHOM poCcTe

- He AaeT nogpobHOro onmcaHus
TPYyOOBOro cTaxa




SAMPLE COMBINATION RESUME

Cairo Jones
1829 Oak Lane
Portland, Oregon 97230
(503) 555-2222

Summary of Qualifications
Trained professional in residential weatherization. Special ability to evaluate and solve
problems, organize projects, motivate individuals, and provide marketing services. Technical
abilities mclude report writing, managing energy codes, site inspection. and mterpreting
blueprints.

Accomplishments
 Analyzed and recommended the implementation of a builder product resource center for
new products designed to achieve energy efficient construction, which resulted in 50
telephone requests per day for product information.
e Evall ited ex_rgy codes for an *1-d_pth research project thai eceived superior ratings.
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Weyerhauser Paper Company, Everett, Washington 1990-1995
o Equipment operator, warehouse foreman, and weatherization specialist for Weyerhauser—
owned properties across three states

Oregon State University, Portland, Oregon 1989-1990
 Instrumentation specialist for the engineering department

Upward Bound Program, Eugene, Oregon 1989
o Admimistrative assistant trainee for this nonprofit program aimed at helping disadvantaged
high school students

Oregon Museum of Science and Indusny, Portland, Oregon 1986-1988
« Computer Programmer
English as a Second Language, Pulau Galand, Indonesia 1984-1986
 English Instructor

Education

Residential Energy Efficiency Training and Basic Computer Tramning, Portland, Oregon
A.A., Business Adnunistration, Portland Community College. Portland, Oregon, 1983

Additional Training
Quality in Action, Weyerhauser 1993
Managerial Communication, Weyerhauser 1990

CoueTtaeT B cebe
YyepThbl
' XPOHOJIONMYECKOro u
dyHKUMOHaANbLHOro
pe3tlome.

Mo dopme noxox Ha
dyHKLUUOHaNbLHOEe
pe3omMe, HO TaKxe
BKItovaeT B cebs
AaHHbIe O cTaxXe U

3aHUMaeMblIX paHee

AOMKHOCTSAX




OTBNEKaeT BHUMaHue oT
NnepepbIBOB B TPYOAOBOM CTaxe
3a0CTPSET BHUMAHNE Ha ONbITE U
OCODObIX HaBbIKax

* CJIMWUKOM AOJTIMHHOE




Skills Resume Sample

John D. Collins

1440 W. Way Road Greeley, CO 80631
970-555-3888 jdcollins@hotmail com

Summary of Qualifications
Seasoned professional with proven success in operations management. Superior communication and sales skills
with experience interacting with intemational and domestic clients, staff and executives. Techmically proficient
n Internet applications including HTML. Applications Project Management and Networkmg. Expertence with
successful product design and production, including the Instroke Cue Case and the Bunjee Jumper Jump Cue.
Thorough knowledge of current leather products manufacturing processes and material usage. Fluent in
German.

Relevant Skills

Business Management, Manufacturing and Sales
¢ Moved Instroke Sports USA LLC from a cottage specialty cue case design finm to an intemationally
recognize . $- ‘oducwor :u case manufacturing and production firm. moving the business from
10,000 doha.  “0¢  +ver 1e he I *earto. UM b d Terg ss oo
¢ Rased 500 ™ ir recw e pi 1L mthe Joh * Sta. - .ad “ione y.
¢ Implemented new processes for cue case manufacturing at factories, including Kozak Leather
Processing in the Czech Republic and the Liao Case Factory m Taiwan.
¢ Organized and managed shipping processes i the United States and Genmany: extensive experience
with Customs regulations in the United States and Europe.
¢ Designed and managed customer service processes in Germany and the United States.
5 ¢ Successfully acquired over 1,000 product dealers throughout the United States, Europe and Japan.
b
¢ Designed and engmeerad all products in the Instroke Sports Cue Case lines, recognized as the industry
leader m functional and durable high-end cue cases.
¢ Designed and engineered the Bunjee Jumper Jump Cue line.
¢ Conceived and designed all advertising promotions for Instroke Sports USA.
¢ Designed and managed new Intemet sales portal which mcreased yearly revenues by 20%.
Software
¢ Familiar with most Intemnet applications, including HTML. Experience at managing small Networks.
Proficient at bookkeeping, word process, graphics and spreadsheet software.

Employment History

1990-2002  Owner and Manager. Instroke Sports USA, LLC, Greeley, Colorado.
1988-1989  Weather Specialist. Umted States Air Force, United States and Germany.

Education

1987 Diploma, Edmonton High School. Edmonton, Oklahoma.

[MpegHa3Ha4vyeHO ons
TeX, KTO Xo4yeT
noAvYepKHYTb OMNbIT,
3HaHUA, CBA3HO U
FIOrM4yecku
npenocraBuUTb
UHpopmauuo; Ans
TeX KTO MeHsAeT
ccpepy
AeATerIbHOCTU



NokasblBaeT HaBblKWU N YMEHUS

NocpeacTBOM HanncaHusi B

pe3tomMe pasfnyHbIX KYpCcoB,

BOJSIOHTEPCKOM paboThbl, IMYHOIo

onbiTa (xo66mn),

Ba)XHO, YTOObI HaBbIKU

NOMTHOCTBIO COOTBETCTBOBANU

NCKOMOW OOSMKHOCTM « CTaBUT CNOCODOHOCTN BblILLE
npodpeccmoHanbLHOro onbiTa




Ucnonb3yeTcsa B Tex obnacrtax, rae
HeoOXxoAuMbI TBOpYECKMe CNNOCOOHOCTHU
(MucaTenbckas AesaTeribHOCTD,
naHawadgTHbLIN AN3auH, peKnamMHas
AeATeNIbHOCTb U T.A4.).

BaXkHO 3HATb: HY>KHO N NogaBaTb Takon BUA,
R/ pe3toMe B KOMMaHUIO AN NONy4YeHUsI NCKOMOM

A
AOOJDKHOCTU



* UICNONb3YET UBETHbLIE rpadunKkm

* aKUEHTMPYET BHMMAHME Ha
odpopmneHun

* BKMNIOYAET B ce0A 4epThbl APYrmux
BUOOB pe3tome




COBETDI

 BbibepuTe TOT BUA pe3romMe, KoTopoe
BbirogHo Bac npeacraBuT
 OnpeaenunTte KTo dyaeTt
paccmaTpuBaTb Balle pe3ome
 Pe3lome nyuylle pacnosioXuTb Ha
OOHOW CTpaHuue

aboToparenb TpaTUT NpuMepHo 35 cekyHAa
a npocMoTp pe3toMe And Toro, 4ToObl
PEeLINTb oTKasaTtb nnu npurnacuTb
couckaTtensi Ha cobecegoBaHme.




COBETDI

 CTpaHuua pe3roMe He AOJMKHa ObITb
MONMHOCTLIO 3anosfiHeHa nHpopmauuen
 Paamep wpudTta He AOMKeH ObITb
MeHbLie 10 n bonblue 12
 Pe3lome nyylle HanevyaTtaTb Ha
KayeCTBEHHON Oymare



KIMBERLY ANN YKaXuTe CBOe UMS U

HURST ¢1 hbamunuio, agpec, Homepa
1305 Palmer Dr. #1276 TenedoHoB, agpec
West Lafayette, IN 3NIEeKTPOHHOM NOYTbI, HOMEp

¢dakca

Boiler@purdue.edu

. w which allows B ABYX-TpeX npeanoxeHunAax

Oélﬂﬂfﬂ yKaXkuTe CBOI o6nacTb

me to apply m
pp y y 3HaHVIl7I nTy AOOJTIXKHOCTb Ha

background in _
: : : KOTOpylo npeTteHayeTe; a
engineering and high TaKxe 4To Bbl MOXeTe

performance computing NPUBHECTU B KOMMAHMUIO.

to biological problems.  MpeanoxeHns AOMKHbLI BbLITH
ACHbIMU. TOYHbIMM,
NaKOHNYHLIMM.




i ‘Keumlithsdtialssyons KpaTko onuwimnTe CBOMO
Junior Mechanlcal Engineering kBanuduKaLmIo AN Toro,
m?ljgv':"'r‘:'th foert'se in the 4TOObI aKLLEHTMPOBAaTb
'Ng areas: BHMMaHMe Ha HaBblKax,
Using CAD programs to support KOTOpbIE He yKa3aHbl B
projects
onbiTe padoThl.
Communicating with customers in P
project environments
Developing projects in
conjunction with peers
' est Lafayette, IN YKaxute HasBaHue BYy3a,
raduation May 2000 ero MmecrtopacnorsroxeHue,
achelor of Science in Computer nepuoa odby4yeHus,
Engineering yuyeHasi cTeneHsb,
PA: 3.2/4.0 ob6nacTb uccreaoBaHui,
ajor GPA: 3.5/4.0 Harpagpbl.
MoxeTe yKka3aTb CBOU CpeaHUM
6ann (GPA)



ospitality Intern

1 ?‘93%7%99) YKaXXuTe HazBaHUe KOMMaHuu,

S, Lafayette, IN ee MecTopacnonoxeHue,

Oversaw the planning, nepuopn paboThl,
production, preparation and OOCTUXEHMSA ,
prompt delivery of food OCHOBHble 06513aHHOCTH,
Assisted in training and UMSA U KOHTaKTHas MHdopMaLms
retaining new and HenocpeACTBEHHOro HayanbHUKa.

experienced employees

Created a positive and
healthy atmosphere in the
restaurant

dddronatdmingeg or workshops
Opa3oBaHue, ceMUHapbl

U, NPaKTUYECKUMN ONbIT




