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Resume Writing

Goal: Create a resume that highlights your relevant
experiences and accomplishments to assist in
securing a job interview
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Types of Resumes

Chronological

e Lists work experience beginning with most recent
Functional

* Focuses on areas of skills and strengths

Federal

‘ Combination
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JOHN SMITH
Anvwhers, CA 12343
(123) 555-4321
johmsmith{@gmail com
www]iﬂ]sedin.{:m,f’pub/joh:ﬁm.iﬂm

PROFESSIONAL SUI\rﬂdAR'ﬂ

Human Resources Manager and Military Vetersn with 15 vears of proven experience in the United States Armv.
Accomphshed messurable results while leading teams of 3-10 in a dynamic, fast - paced environment. Possess a
comy we background in Admemistrattve Orgamization and Business Development derived from conducting
domestic and global operations in Fosgea, Saudi Asgabiz, and Fuwait Manzged risk upon multiple Enes to protect
assets, property, and equipment valued over §3M while meeting the expectations of semior leadership. Possess
extensve knowledge in budget analysis, policy and procedure woting, and event management. Recipient of multiple
awards for outstanding performance and professionabsm. Career supported by a Master's Degree i:n Secondary
Education.

®  Admunistrative Support ®  Project Manzgement ® Pesformance Strategies
# Leaderslup # Training and Development # Communication
®  Dats Analyss * Policy Implementation ®  DAlcrozoft Office Suite

PROFESSIONAL EXPERIENCE

U.5. Veteran Affairs — Albugquerque, INM 2014 — 2016
Healtheare Technician
Provided mediesl and sdministrative support and sssistance to premary care physicians and 2 high-volume of
veteran patients.
® Performed routine healtheare related tasks such as, EKG testing and monitoring, ultrazound, TV insertion,
specimen collection, and intske of vital signs
® Docomented patient mediczl concerns, history, vitals, and trestments and reported observations to
physicians and care takers
o Alanaged and maintained cleanliness of clinic, to inchide the preparation and sterilization of medical
mstruments and exam tzbles
®  Assisted patients and care grvers in understanding their diagnostic tests, alternative testing, costs, misks,
treatment options, and facilities in which to utlize their needed services
®  Scheduled appomtments for patients end contacted patients via phone to remind them of their
appomtments within 24 hours of scheduled appomntment ttme
®  Adhered to chnic, state, federal, and accreditation standards, policies and procedures, and regulations

Suburban Hospital John Hopldns Medicine — Bethesda, MD 2011 - 2013
University of New Mexico Hospital — Albugquerque, NM 2009 — 2011
Surgical Technician

Aszisted Sugpeons dusing surmical operations and procedures, to include: General, Thosacic, Biopsy, Endocrine,
Uzologie, Orthopedies, and ENT.
® Prepared the operating room for procedures such as, sterilizing equipment, decontamination of materials,
and assembly of instruments
# Exercised working knowledge of med:cal termunology, surgical terms, and hand signals used during surgery
#  Aided the surgeon by passing instruments, holding retractor, monitorng patient vitals and IV fluxds, and
reviewing patient charts
# Dressed mcision closures to ensure a clean and sterile zres throughout the healing process and to mitigate
against irstation and infection
» Coordinated with other heslthcare professionals on writing best practice pokcies and procedures

Resume Sections

Heading

Summary of
Qualification
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Experience
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Certifications

Technical Skills
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JOHN SMITH
Amywhere, CA 12345
(123) 555-4321
johmemith(@lgmail com

wwrw Enkedin.com/pub/johnsmith

PROFESSIONAL SU'ML-IARYI

Human Resousces Manager and Military Veteran with 15 vears of proven experience in the United States Army.
Accomplished measurable results while leading teams of 3-10 in 2 dynamie, fast - paced environment. Possess 2
comprehensive background in Admemistrateve Organiration and Business Development derived from conductng
domestic and global operations in Korea, Sandi Arabia, and Kuwait Managed nisk upon multiple knes to protect
assets, property, and equipment valued over §5M whie mesting the expectations of senior leadership. Possess
extensme knowledge i budget analysis, policy and procedure wating, and event mansgement. Recipient of multiple
awards for outstanding performance and professionsbsm. Career supported by a Master’s Diegree :n Secondary
Education.

*  Admunistrative Support *®  Project Management ® Pecformance Strategies
* Leadership #  Training znd Development o Communication
*  Data Analysis #  Policy Implementation *  LAlicvosoft Office Suite

PROFESSIONAL EXPERIENCE

U.5. W, Affairs — Albuquerque, NM 2014 - 2016
Healthcare Technician
FProvided medical and administrative support and assistence to prrmary care physicians and a high-volume of
veteran pahents.
# Performed routine healthcare related tasks such as, EKG testng and momtonng, ultrasound, IV msertion,
specimen collection, and intzke of vital signs
* Documented patient medics] concerns, history, vitals, and treatments and reported obzervations to
physicians and care takers
#  MManaged and mamtained cleanliness of chic, to inclode the preparation and sterhzation of medical
mstruments and exam tables
®  Aszzisted patients and care givers in understanding their diagnostic tests, alternative testing, costs, zisks,
treatment options, and facilities in which to utlize their needed services
#  Scheduled appomtments for patients and contacted patients mia phone to remind them of ther
appomtments within 24 hours of scheduled appomntment time
*  Adhered to clinic, state, federal, and accreditation standards, policies and procedures, and regulations

Suburban Hospital John Hopkins Medicine — Bathesda, MD 2011 - 2013
University of New Mexico Hospital — Albuquerque, N 2009 — 2011
Surgical Technician

Assisted Surgeons during surgical operations and procedures, to include: General, Thoracic, Biopsy, Endocrine,
Utzologic, Orthopedics, and ENT.
# Prepared the operating room for procedures such as, stenlizing equipment, decontamination of materials,
and assembly of instruments
®  Exercised working kaowledge of medical teeminclogy, surgiczl terms, and hand signals used during sucgery
#®  Asded the surgeon by passing instruments, holding retractor, monitoning patent vitals and IV fluids, and
reviewing patient charts
®  Diessed incision closures to ensure a clean and sterile area throughout the healing process and to mitigate
against ireitation and infection
* Coordmated with other healthcsre professionals on writmg bast practice pokeies and procedures

The 10-Second Test
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JOHN SMITH
Anywhere, CA 12345
(123) 555-4321
johmemith{@gmail com

wwrw linkedin com /pub/johnsmith

Heading

PROFESSIONAL SU]\-ﬂ\fIARﬂ

Human Resousces Manager and Military Veteran with 13 vears of proven expidrience in the United States Army.
Accomplshed messurable results while leading teams of 3-10 in = dynaswue, f35t - paced envizonment. Possess & Qualifica'uons
cony e backgzouad in Admounisteative Organazation and Busines: Devdlopment desived from conductag
domestic and global operstions in Fosea, Saud: Agabiz, and Fuowait Mansged Fisk upon multiple Enes to protect
assets, property, and equipment valued over §5MM while mesting the expectaflons of senior leadership. Possess
extensve knowledge in budget analysis, policy and procedure writing, and event nansgement. Recipient of multipls
awards for outstanding performance and professionskem, Caseer supported by a Master’s Degree in Secondary

Education. Areas of Expertise
o Administrative Support ®  Project Management Performance Strategies
® Leadershup #  Training and Development Commusmication
& Thaes Amalesi- & Dolice: Tomel ot AL B T Taita
JOHN SMITH v Professional
Anywhere, CA 12345 Experience

(123) 535-4321
johmsmith{@gmail com
www knkedin com /pub,/johnsmith
®  Docomented patient medicel concerns, history, vitals, and treatments and reposted obzesvations to
physicians and cage takers
® IAdanaged and mamntained cleanliness of chmic, to inchade the preparation and stenlization of medical
instruments and exam tables
®  Assisted patients and care givers in understanding their diagnostic tests, alternative testing, costs, risks,
treatment options, and facilities in which to utlize their nseded services o .
o  Scheduled appomtments for patients and contacted patients via phone to remind them of their Ce rt|f|cat|0ns
appommtments within 24 hours of scheduled appointment time
o  Adhered to chnic, state, fedesal, and scoreditation standards, pokeies and procedusres, and regulations

Education/Training

Suburban Hospital John Hopldns Medicine — Bethesda, MD 2011 — 2013

University of Mew Mexico Hospital — Albuguerqgue, NN 2009 — 2011

Surgical Technician 0 .
Assisted Surgeons during sorgical operations and proceduces, to include: General, Thoracie, Biopsy, Endocrine, TECh n |Ca| Skl I Is

Uszologic, Orthopedics, and ENT.

® Prepared the operating sroom for procedures such zs, stenlizing equipment, decontamination of materials,
and azsembly of instruments
Exercized working knowledze of medical teeminology, suggiczl terms, and hand signals veed during suegery

® Acded the surgeon by passmg instruments, holding retractor, monitorng patient witals and IV fluids, and
reviewing patient charts

®  Dressed incizion closures to ensure a clean and sterile arez throughout the healing proces: and to mitigate
against irsitation end infection

o Coordinated with other healthease professionals on woiting best practice polkcies and proceduses
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JOHN SMITH
Anvwhese, CA 12345
(123) 555-4321 .
johmemith@gmail com Heading

wwrw Linkedin com /pub,/johnsmith

PROFESSIONAL SUMMARY

Human Resousces Manager and MEktary Veteren with 15 veass of proven expesience in the United States Azmy. f
Accomplished messusable results while leading teems of 3-10 in = dynasue, fast - paced environment. Possess 2 Summa ry o
comy ive background in Administrative Organization and Business Development i from conducting Qualiﬁcatlons

domestic and global operations in Korea, Sandi Arabia, and Kuweait Manzged risk vpon multiple Enes to protect
assets, property, and equipment valved over §5M whie meeting the expectations of senick leadesship. Possess
extensive knowledge i budget analysis, policy and proceduce weiting, and event management ipient of multiple
awards for outstanding performance and professionskem. Caereer supported by a Master’s [Degree i Secondary
Education.
Areas of Expertise
*  Admunisteative Support ® Project Management + P
® Leadership ® Traming and Development * Commghication

s Date Analysic ®  Policy Implementation »  MGcrosgft Office Suite

PROFESSIOMNAL SUMMARY J, Professional

Human Resources Mznager and MElitzry Veterza with 15 vears of proven experence in the United States Army. Experience
Accomphzhed measurable results wlhile leading teams of 3-10 in 2 dynamic, fast - paced environment. Possess &
comy ire background in Adounistratere Organization and Businesz Development derved from conductng
domestic end global operations in Korea, Saud: Arabea, and Kuwait Managed risk upon multiple Enes to protect
assets, property, and equipment valued owver §5MM while mesting the expectations of semior leadership. Possess Education/Training
extensmre knowledge w1 budget analysis, policy and proceduse wating, and event mansgement. Eecipient of multiple
awards for outstanding performance and professionakzm. Career supported by 2 Master’s Degree in Secondary
Education.

o oo T O IO T O ST CrTe T T e TTCES

*  Scheduled appomntments for patients znd contacted patients via phone to remind them of their
appomtments within 24 houss of scheduled appointment time

o Adhered to cknie, state, federal, and acoreditation stendards, policies and procedures, and sregulations

Certifications

Suburban Hospital John Hoplkins Medicine — Bethesda, MD 2011 - 2013

University of New Mexico Hospital — Albuquerque, INM 2009 — 2011

Surgical Technician

Assisted Surgeons during surgical operations and procedues, to include: Genersl, Thoracic, Biopsy, Endocrine, . .
Technical Skills

Urclogic, Orthopedics, and ENT.

*  Prepared the operating room for procedures such as, sterilizing equipment, decontamination of materials,
and azsembly of instruments

*  Exercised working knowledge of medical terminology, suggiczl terms, and hand signals uzed dusing suegery

*  A:ided the surgeon by passmg instruments, holding retractor, monitorng patient vitals and IV fluids, ead
reviewing patient charts

*  Dressed meizion elosores to ensure a clean and sterile ares throughout the healing process and to mitigste
against irritation and nfection

¢ Coordinated with other healthozre professionals on writing best practice policies and procedures




* %k k Kk

l-] HIRE HEROES USA

JOHN SMITH
Anywhers, CA 12345
(123) 5554521 .
johmsmith(@zmail com Heading

wwrw. linkedin.com /pub, johnsmith

PROFESSIONAL SUMMARY

Human Resources Manager and Military Vateran with 15 vears of proven experience in the United States Aemy. Summary Of
Accompliched measusable results while leading teams of 3-10 in 2 dynamic, fast - paced enviconment. Possess 2

com; ive background in Administrative Otrganization and Business Development desived from conducting Qualifications
domestic and pglobal operations in Korea, Seudi Arabiz, and Kuwait hlanaged risk upon multiple knes to protect
assets, property, and equipment walued over §5M whie meeting the expectations of senior leadership. Possess
extensive knowledge n budget analysis, policy and proceduce writing, and event manzgement. Recipient of multiple
swards for outstanding performance and professionshsm. Career supported by a Master’s Degree 1n Secondary

Education. .
Areas of Expertise

*  Admmnistratove Support *  Project Management *  Performence Steztegies

*  Leadership # Training and Development * Communicstion

®  Data Analysis ®  Policy Implementation &  Alcrosoft Office Suite

PROFESSIONAL EXPERIEMNCE Professional
C . i Experience
v Admeisteateve Support ¢ Project Management v Performanee Stratemes
o Leadesship ¢ Truning and Development s  Communication
*  Datz Analyss ¢ Policy Implementation ¢ Alerosoft Office Sute Education/Training
physicians and care takers

®  Mznaged and mantained cleanliness of chinic, to inchide the preparation and sterilization of medical
instruments and exam tables

®  Aszsisted patients and care givers in understanding their diagnostic tests, alternative testing, costs, gisks,
treatment options, znd facilities in which to utilize their needed services o .

o Scheduled zppointments for patients 2nd contacted pafiants via phone to remind them of their Certifications
appomtments within 24 houcs of scheduled appointment time

o Adhered to clinic, state, federal, and accreditation standards, polcies and procedures, and regulations

Suburban Hospital John Hopldns Medicine — Bethesda, MD 2011 - 2013
University of New Mexico Hospital — Albuquerque, NM 2009 — 2011
Surgical Technician

Technical Skills

Assisted Surgeons during surgical operations and proceduses, to include: General, Thoracic, Biopsy, Endoerine,
Uszslogic, Orthopedics, and ENT.
#  Prepared the operating soom for procedures such as, stenbzing equipment, decontamination of materials,
and assembly of instruments
*  Exercised working knowledge of med:ical tesmuinology, surgicsl terms, and hand signals ueed during susgery
®  Aided the surgeon by passing instruments, holding retractor, monitorng patient vitals and IV fluids, and
reviewing patient charts
#  Diressed meision closures to ensure a clean and sterile ares throughout the healing proces: and to mitigate
against irritation end infection
* Coordinated with other heslthesre professionals on weting best practice pokicies and procedures
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JOHN SMITH
Asrwhere, CA 12343
(123) 535-4321
johmemith{@ligmail com
wrw linkedin com ‘pub,/johnsmith

PROFESSIONAL SUMMARY

Human Resources Mznager and Lilitary Vetersn with 15 vears of proven experience in the United States Army
Accomplished messucable results while leading teams of 3-10 in & dynasue, fast - peced envizonment. Possess 2
compeehensive backgzound in Adaunistrateve Ozganezation and Business Development desived from conductng
domestic end global operations in Korea, Saud: Arabia, and Kuwait Mansged risk upon multipls knes to protect
assets, property, and equipment valued over §5M0 while mesting the expectations of semior leadership. Possess
extensive knowledge in budget analysis, policy and proceduse wating, and event manzgement. Recipient of multiple
awards for outstanding performance and professionzkem. Career supported by a Master’s Degree ia Secondary
Education.

*  Admeistrative Suppost * Project Management ® Pesformance Strategies
*  Teaderzhip ® Trzining and Development ¢  Commmunication
% Data Analysis % Policy Implementation ¢ Abcrosoft Office Suste
\ PROFESSIONAL EXPERIENCE
U.5. Veteran Affairs — Albuquerque, INM 2014 - 2016

Healthcare Technician
Provided medical and admimistrative support and assistance to primary care physicians and 2 high-volume of
weteran patients.
* Pesformed soutine healthease related tasks such as, EKG testing and monitonng, ultrazound, IV insertion,
specimen collection, and intske of vital signs
¢ Docomented patient mediezl concerns, history, vitals, and treatments end reposted observations to
phyvsicians and care takers
* Llenaged and ma:atained cleanliness of eliie, to :aclude the preparation and sterilization of medical
mstruments and exam tables
*  Aczsisted petients and care givers in understanding their diagnostic tests, alternative testing, costs, risks,
treatment options, and facilities in which to utlze their needed services
% Scheduled appomtments for patients and contacted patients via phone to remind them of thexr
appointments within 24 hours of scheduled appointment time
% Adhered to chinic, state, federal, and acereditation standards, pokcies and procedures, and regulations

Suburban Hospital John Hopldns Medicine — Bethesda, MD 2011 — 2013
University of Mew Mexico Hospital — Albuguergue, NM 2009 — 2011
Surgical Technician

Assisted Surgeons during surgical operstions and procedures, to include: General, Thoracic, Biopsy, Endocrine,
Uzologic, Orthopedics, and ENT.
® Prepared the operating room for procedures such as, stenlizing equipment, decontamination of materials,
and assembly of mnstruments
¢ Exercized working knowledge of medical terminology, surgical terms, and hand signals nzed during susgery
% Aided the surgeon by passing instruments, holding retractor, monitonng patient witals and IV fluds, and
geviewing patient charts
% Diressed mcision closures to ensure a clean and sterile ares throughout the healing process and to mitigate
agminst irritation and infection
*  Coordinated with other healtheare professionsls on wating best practice policies and proceduzes

JOHN SMITH
Anywhere, CA 12343
(125) 533-4521
johmsmith@gmail com
www knkedin.com /pub /johnsmith

PROFESSIONAL SUMMARY

Human Resousces Manager and Military Veteran with 15 vezrs of proven expesience in the United States Army.
Accomplished measurable results while leading teams of 3-10 in 2 dynamie, fast - paced enmironment. Possess 2
comprehensive background in Admunisteateve Organization and Business Development desived from conducting
domestic end global operations in Korea, Saudi Arabia, and Kuwait Managed risk upon multiple knes to protect
assets, property, and equipment valved over §5M while meeting the expectations of semior leadership. Possess
extensive knowledge in budget analysis, policy and procedure wrting, and event management. Recipient of multiple
awards for outstanding performance and professionsbem. Caseer supported by a Master’s Degree in Secondary
Eduecation.

»  Admnistratve Support » Project Management * Performance Strategies
*  Leadership ¢  Trzining and Development s  Communication

PROFESSIONAL SEILLS

\l Diata Analyzis » Policy Implementation o llcrozoft Office Suite

Health and Surgical Technology

» Performed routine healtheare related tazks such as, EK/G testing and monitoring, ultrzzound, IV insertion,
specimen collection, and intzke of vital signs

* Documented patient medical concerns, history, vitals, and treatments and sreported obzervations to
physicians and care takers

* Mznaged and mantained cleanknes: of chnic, to mnchade the preparation and sterilization of medical
instruments and exam tehles

¢ Assisted patients and care givers in understanding their diagnostic tests, alternative testing, costs, rsks,
treatment options, and faciities in which to utilize their needed services

¢ Prepared the operating soom for procedures such zs, sterilizing equipment, decontaminstion of materials,
and assembly of instruments

¢  Exercised working knowledge of medical termunology, surgicel terms, and hand signals used during sucgery

¢ Arded the susrgeon by passng instruments, holding retractor, monitoring patient vitals and IV fluids, sand
reviewing patient charts

against irntation and infection

\ Dressed mneision closutes to ensore a clean and sterile area throughout the healing process and to mitigate

Health Service Administration
» Managed daily office activities: estzblished priorities, troubleshooting, patient scheduling, and insugance
Elag
»  Provided strategic vision, planning, and operational leadership diagnosing gaps in healtheare services while
implemented policy and procedures to prevent futuce incidents

»  Wrote traming matenizls and guidelines for new 2nd existng personnel to ensure organization regulztions
and standards were met

» Procured contracts to replace equipment and supples and coordinated with local supply chain vendors
*  MManaped 3 budget of §30M+ with zero cost overages
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JOHN SMITH
Anywhere, CA 12345
(123) 555-4321
johmemith{@gmail com
www knkedin com /pub/johnsmith

PROFESSIONAL SUMMARY

Human Resousces Manager and Military Veteran with 15 vears of proven experience in the United States Army
Accomplzhed messusable sesults wlile leading teams of 3-10 in 2 dynamuc, fast - paced envitonment. Possess &
comy ive backgronad in Admunistratere Organization and Business Development desived from conducting
domestic and global operations i Forea, Seudi Asabia, and Kuwait Managed sisk upon multiple hne: to protect
assets, property, and equipment valued over §5M while meeting the expectations of senior leadership. Possess
extensve knowledge i budget analysis, policy and procedure werting, and event management. Recipient of multiple
awards for outstanding performance and professionalizm. Career supported by 2 Master’s Degzee in Secondary
Education.

®  Admemisteatove Support ®  Project Management ® Pesformence Strategies
*  Leaderzhip ®  Trzining and Development o Communisation
o Dtz Analysis *  Policy Implementation o AEcrosoft Office Suste

PROFESSIONAL EXPERIENCE

U.5. Veteran Affairs — Albuquerque, NM 2014 - 2016
Healthcare Technician
Provided mediczl and administrative support and sssistance to prrmary care physicians and a high-volume of
weteran patients.
*  Performed routine healtheare relsted tacks such as, EK(G testing and monitoring, ultrasound, TV insertion,
specimen collection, and inteke of vital sigas
*  Documented patient medical concerns, history, vitzls, and treatments and reported obzervations to
physcians and case takers
®  Managed and maiatained cleanliness of cliic, to nclude the preparation and steclization of medical
instruments and exam tables
®  Assisted patients and care givers in understanding their diagnostic tests, alternative testing, costs, sisks,
treatment options, and facilities in which to utlize their needed services
#  Scheduled sppointments for patients and contacted patients via phone to remind them of theis
appourtments within 24 hours of scheduled appointment tme
o Adhered to clinie, state, fedesal, and scereditation standards, policies and proceduses, end sregulations

Suburban Hospital John Hoplins Medicine — Bethesda, MD 2011 - 2013
University of New Mexico Hospital — Albuguerque, NM 2009 — 2011
Surgical Technician

Assisted Surgeons during surgical operations and procedures, to include: General, Thosacic, Biopsy, Endocrine,
Utzologic, Orthopedics, and ENT.
*  Prepared the operating soom for procedures such as, stenlizing equipment, decontamination of materials,
and assembly of instruments
% Exercised working knowledge of medical terminology, surgical terms, and hand signals uzed during surgery
o Aided the surgeon by passing instruments, holding setractor, monitoning patient witals and IV fluads, ead
seviewing patient charts
% Dressed mcision closures to ensure a clean and sterile area throughout the healing process and to mitigate
agzinst irritation and infection
o Coordinated with other healthease professionals on wating best practice policies and proceduzes

Heading

Qualifications
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Professional
Experience
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Certifications

Technical Skills
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Company, Location, Duration

Suburban Hospital John Hopldns Medicine — Bathasda, MD 2011 — 2013

Title

Division Information Technology Director

Description of Role

Managed 30 technicians in daily functions of helpdesk support, communications security, infrastructure, and
developing operational procedures to facilitate network expansion.

Accomplishments

Oversaw a 3,500 user-based network and $25M worth of communication assets with a 99% reliability rate
Fielded newly designed Joint Network Node with both secure and non-secure Voice over Internet
Protocol (VOIP) and data services

e Coordinated a 10-mile installation of Fiber Optic and Copper cabling to enable multi-national access

Heading

Summary of
Qualifications

Areas of Expertise

Professional
Experience

Education/Training

Certifications

Technical Skills
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Rules for Accomplishment Bullets

Say the most with the least amount of words
Show your breadth of experience
No personal pronouns — |, Me, My

Use quantifiable information (#, %, $)

Start each bullet with an action verb — managed, developed, trained, maintained

No fluffy language
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Accomplishment Bullets

Show Results:
Solved a problem
4 Efficiency by %
4 Safety/Security by %
Saved the company $
Received award/promotion

4 Customer satisfaction by %
4 Productivity by %

Answers 3 important

guestions...

e What did you do?
e How did you do it?
e What did it result in?
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Before and After

Trained 40 personnel on
Responsible for training 40 maintenance production

Marines techniques, resulting in 30%
decrease in equipment downtime
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Before and After

Inspected a workspace made up of 3
departments and 75 diverse employees;

Expertly inspected workspaces identified 15 safety violations and
developed plans for corrective action,
mitigating risks within 5 days
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JOHN SMITH PAGE 2
Howard’s Supermarket — Evansville, IN 1995 - 2004
Department Manager

Managed nightly operations of a grocery department, overseeing all ordering, product displays as well as all aspects
of customer service,

¢ Durected 11 staff responable for processng, venffing and mantaimng personnel-related documentation, to
inchude: staffing, training, time cards, performance evaluations, and emplovee absences

¢ Scheduled all work shifts; ensured emplovee coverage of all grocery sections to maintain operations for a 24
hout work period

EDUCATION
Candidate, Master of Arts in Business, Georpia Southern U&ersitjr, Stateshorn, GA

EDUCATION &

Candidate, Master of Arts in Busineszs, Georgia Southern Univerzity, Stateshboro, GA
Bachelor of Science, Engineenny, University of Marvland, College Park, MDY — 2002

CERTIFICATIONS
CompTIA A+ (801, 502)
Lean 5ix Sigma
Advanced Leaders Course, 20135
Sexual Harassment / Assault Fesponse and Prevention, 2014

NOTABLE AWARDS

Navy and Marine Corps Achievement Medal (2)
YVaolunteer Service Award
Emplovee of the Month

TECHNICAL SEIT.LS

Sofrwrare: Microzoft Office, SharePoint
Operating Systems: Mac / Microsoft Windows
Programming: Java; HTML; CS5; C++; Visual Bazic

Heading

Summary of
Qualifications
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Professional

Experience

Education/Training

Certifications

Technical Skills
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Resume mistakes that automatically dismiss
candidates, as identified by employers

Typos

Not tailored to job posting

No list of skills, areas of expertise

Sentences are copied from job posting

Inappropriate email address

Printed on decorative paper

Includes a photo

_ 58%

I 36%
I 35%
I 32%
A, 31%
A 22%

_ 13%
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DO

e Target qualifications for a specific job
e Translate military skills

e Use a professional email

e Quantify your results (S, %, #)

Spell out abbreviations

DON’T

e Make errors — grammar and format
e Use pronouns (I, me)

e Use photographs

e Falsify data

e Be subjective/use adjectives
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Up Next:

PRACTICAL APPLICATION



