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SAMPLE CHRONOLOGICAL RESUME
Hunter S. Jobseeker

12013 Future Drive #221 Residence (305) 555-1212
New York, New York 10019 Message (303) 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

TpypnoBou ctax
nULIeTcs B
obpaTHOM

£J01ICIOrMYeCcKoMm
nopsigke:
Ha4YMHaeTcs ¢
nocneaHero v
3aKaHuYMBaeTCH
nepBbIM MECTOM
pabdoThl



« CaMblI NErkum n npPocToun B
COCTaBIIEHNN BUA, pe3toMe

e CaMbl/ pacnpoCTpPaHeHHbIV

* aKUEHTMPYET BHMMAHME Ha
TPYyL4OBOM CTaxe (Bpem4,
NPOAOIMKUTENBHOCTb, MECTO
paboThl)

* MO3BONSET NPOCNEaNTb BECH
padounm onbIT

* NOOXOOUT conUcKaTenam, Yeu
onbIT paboTbl TECHO CBSA3aH C
NCKOMOM paboTou

* MOAXOAUT COUCKaTENAM, Y
KOTOPbIX HEMPEPLIBHbLIN TPY40BOU
cTax

* aKLEHTUPYET BHMMAHME Ha
nocnegHemM mecte paborTe,
ynyckasa u3 Buga npegbiaywme

* 320CTPSIET BHUMAHNE Ha
paspbiBax TPYAOBOro cTa)xa

* He BbIFOOHO A9 couckaTeneun
C HeDOSbLLIMM TPYOOBbIM
CTaXem



Functional Resume Sample

John W, Smith
2002 Front Range Way Fort Collins, CO 80325

wsmith@colostate.edu

Career Summary

Four years experience in early childhood development with a diverse background n the care of

special needs children and adults.
Adult Care Experience

Determuned work placement for 150 special needs adult clients.

Maintained chient databases and records.

Coordinated client contact with local health care professionals on 2 monthly basis.
Managed 25 volunteer workers.

Childcare Experience

Co0 e sede wst I oen f 4 daen e o7 a9 it mi
cwvesav da vty 1 v.g an n % (0 clien .

¢ Assisted families 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

1999-2002  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 Little Rock, Little Rock, AR

+ BS in Early Childhood Development (1999)

¢ BA in Elementary Education (1998)

» GPA (4.0 Scale): Early Chuldhood Development — 3.8, Elementary Education - 3.5,
Qverall 3.4.

o Dean’s List, Chancellor’s List

BbioBuraeTt Ha
nepBbIU NnaH
HaBbIKU U
CMOCOOHOCTH, He
CUINbHO aKLUeHTUpys
BHMMaHUe Ha CTax
padoTbl



* HE aKUEHTUPYET BHMMAHME Ha
TPYOOBOWM CTaX, KOTOPbLIN He

ABMNAETCA 3HaYMMbIM 47151 ICKOMOW —
OOIMKHOCTU
* 320CTPSET BHUMAHNE Ha

npoeccnoHanbHbIX HaBblKax U

YMEHMNAX
* 320CTPSET BHUMAHME Ha

npodpeccmoHanbHOM pocTe

« He gaeT noapobHOro onncaHus
TPYOOBOro cTaxa




SAMPLE COMBINATION RESUME

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

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

Accomplishments
o Analyzed and recommended the implementation of a builder product resource center for
new products designed to achieve energy efficient construction, which resulted n 30
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
 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
o Computer Programmer

English as a Second Language, Pulau Galand, Indonesia 1984-1986
 English Instructor

Education
Residential Energy Efficiency Training and Basic Computer Traming, 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
XPOHOMOrM4eCcKoro u
dyHKUMOHANbHOro
pe3tome.

Mo dopme noxox Ha
¢dyHKLUMOHaNbLHoOeEe
pe3roMe, HO TaKXe
BKI1loMaeT B cebs
AaHHble O CTaXe U
3aHUMaeMbIX paHee
AOMKHOCTSAX



nepepbIBOB B TPYAOBOM CTaXe
* 320CTPSIET BHUMAHME Ha ONbITE U
0COObIX HaBblKax

* CJIMWUIKOM OJIMHHOE

* OTBJ1IEKAET BHNUMaAHUNE OT —



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 mteracting with intemational and domestic clients, staff and executives. Technically proficient
m Intemnet applications including HTML, Applications Project Management and Networkmng. Experience 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 finn to an intemationally
recognize . $- ‘oducuor :u case manufacturing and production firm. moving the business from
10,000 done  ~0¢  <ve; 1e he 1 “vearto. gUf 0D d Merg ss 2 au
¢ Rased 500 it vew re pi 1L mthe Joi ? Sfa - .ad "oy
¢ 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 in the United States and Germany: 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.
esign
¢ Designed and engmeersd 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 increased 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, United States Air Force, United States and Germany.

Education

1987 Diploma, Edmonton High School. Edmonton, Oklahoma.

NpeoHa3HayeHO AnA
TeX, KTO Xo4eT
noAvYepPKHYTb OMNbIT,
3HaHUA, CBA3HO U
FIOrM4YeCcKu
npeaocTaBUTbL
UH(opmauuio; aons
TeX KTO MeHseT
ccpepy
AEeATEeNbHOCTU



* MOKa3blBa€T HaBblkKN N YMEHNA —

nocpeacTBOM HanmMcaHua B

pes3tomMe pasfnyHbIX KypCcoB,

BOSIOHTEPCKOM paboThbl, IMYHOrO

onbiTa (xo66mn),

* BaXKHO, YTOObI HaBbIKK

MNOSIHOCTbIO COOTBETCTBOBASIU

NCKOMOW OOJTKHOCTU « CTaBUT CMOCODOHOCTM BbiLLIE
npodpeccmoHanbLHOro onbiTa




Ucnonb3yeTcsa B Tex obnacrtax, rae
HeobOXxoAuMbI TBOpYEeCKMe CMNOCOOHOCTHU
(MucaTenbckas AesaTeribHOCTb,
naHawadgTHbLIN AN3auH, peKnamMHas
AeATesNIbHOCTb U T.A4.).

BaXHo 3HaTb: HYXXHO N NoAaBaTb TaKoW BUA,
pe3ioMe B KOMMaHUIO ANs NONy4YeHUs UCKOMOM
OOIMKHOCTHU




* UICNONb3YET LUBETHbLIE rpadunKkm

* aKUEHTMPYET BHMMAHME Ha
othopmneHun

* BKMNIOYAET B ce0A 4epThbl APYrmux
BUOOB pestome




COBETDI

 BbibepuTe TOT BUA pe3romMe, KoTopoe
BbirogHo Bac npeacraBuT
e OnpeoenuTte KTo OyaeT
paccmaTpuBaTb Balle pe3tomMe
 Pe3lome nyuylle pacnosioXuTb Ha
O4HOM CTpaHuue

abotoparenb TpaTuUT NpuMepHo 35 cekyHAa

a npocMoTp pe3toMe And Toro, 4ToObl
pPeLUnNTb oTKas3aTb Unu npurnacuTb
counckaTtensa Ha cobecengoBaHue.




COBETDI

 CTpaHuua pe3roMe He AOJMKHa ObITb
NOSIHOCTbLIO 3anosiHeHa MHopmaumen
 Paamep wpuoTta He AOMMKeH ObITb
MeHbLle 10 n 6onblie 12
 Pe3lome nyuylle Hane4vyartaTb Ha
KayeCTBEeHHOU Oymare



OcobeHHOCT HanNnucaHus

pe3lomMe
KIMBERLY ANN YKaxute cBoe MMS U
HURST ¢1 bamunuio, agpec, Homepa
1305 Palmer Dr. #1276 TenedoHoB, agpec
West Lafayette, IN 3NIEeKTPOHHOM NOYTbI, HOMEp
Boiler@purdue.edu tpakca

(765) 555-1706

Oﬁlﬂﬂfﬂ(fﬁ’ which allows B ABYX-Tpex npeanoxeHuax
me to apply my yKaXxute cBolo obnacTtb
background in 3HAHWN U TY AOMKHOCTDL Ha

: : . KOTOpYylo npeTeHayeTe; a
engineering and high TaKkxe 4To Bbl MOXeTe

performance computing NPUBHECTU B KOMMAHMUIO.

to biological problems.  MpeanoxeHns AOMKHbLI GbLITH
ACHbIMU. TOYHbIMMY,
NaKOHNYHLIMM.




S eaalitfdtiaisyons
A Junior Mechanical Engineering
Major with expertise in the
following areas:

* Using CAD programs to support
projects

* Communicating with customers in
project environments

* Developing projects in
conjunction with peers

P bk i est Lafayette, IN

Graduation May 2000

Bachelor of Science in Computer
Engineering

GPA: 3.2/4.0

Major GPA: 3.5/4.0

KpaTko onuwute cBOKO
KBanudpunkauuo ana Toro,
YTOObI aKLUEeHTUPOBaTb
BHMMaHMe Ha HaBblKax,
KOTOpble He YKa3aHbl B
onbITe pPadoThbl.

YKaxunte HazBaHue BYy3a,

ero mectopacrnorioxeHue,
nepuoa odby4yeHus,

y4yeHas CTeneHb,

obrnacTb uccnenoBaHum,
Harpagbl.

MoxeTe yka3aTb CBOU CpeaHUM
6ann (GPA)



experienced employees

ospitality Intern
1 ?%7%999) YKaXXuTe HazBaHUe KOMMaHuu,
ountain S, a?ayette, IN ee MecTopacnoroxeHue,
Oversaw the planning, nepuopg paboThl,
production, preparation and OOCTUXEHMSA ,
prompt delivery of food OCHOBHble 06513aHHOCTH,
Assisted in training and MUMSA U KOHTaKTHas MHdopMaLms
retaining new and HenocpeACTBEHHOro HavyaribHUKa.
Created a positive and

healthy atmosphere in the
restaurant

Adddronaldminoeg or workshops
obpa3oBaHue, ceMNHapbl

Idallsk, npakTnyeckum onbIT




