YOUR M. NAME (Bold and capitalized)
123 Number Street
City, State Zip
Home (308) 383-4567
Cell (308) 379-6789
Email  yourname@yahoo.com


JOB			To obtain a position as an administrative assistant at a medical 
OBJECTIVE	facility to learn more about what doctors do. 

SKILLS		Friendly, punctual, responsible, problem solver, quick learner, 
SUMMARY	computer literate, excellent communicator, organized, good phone skills, team player, flexible, initiative, good with deadlines

EDUCATION		Northwest High School, Grand Island, NE
			Expect to graduate May, 2013
			Course of Study:  college prep/tech prep/general
			Grade Point Average:  (only if it is 3.0 or better)

	Related Courses:  Courses that you are taking or HAVE taken that relate to your career.  Do not list every single class you’ve taken.  Plan to take:  These are the classes you plan on taking the next two years; again, they must relate to your career.

Honors:  Honor roll, Academic letter, 2009, 2010  

WORK 		Host for Ruby Tuesday
EXPERIENCE	Grand Island, NE  			July, 2010 – present
· Greet customers when they enter the restaurant
· Seat customers at their table
· Assist waiters in serving customers

			Detasseler/Roguer for S & J Detasseling
			Glenvil, NE				Summers of 2008 - 2010
· Promoted to supervise the work of younger detasselers
· Pulled tassels/rogued tall stalks
· Earned bonus for excellent attendance

Umpire for the Northwest Little League
Grand Island, NE			Summers of 2007 - 2010
· Enforce rules of baseball/softball
· Settle disputes
· Make sure everything is picked up after the game



ACTIVITIES	School:  Basketball, golf, Future Business Leaders of America,     Nobel Prize Recipient 
INTERESTS	Community:  Volunteer at the Grand Theater, Northwest Basketball Camp
			Hobbies:  riding horses, fishing, video games, outdoor activities

REFERENCES	Available upon request

YOUR NAME
123 Number Street
City, State Zip
Home (308) 383-4567
Cell (308) 379-6789
Email  yourname@yahoo.com


REFERENCES	Diane Harris, Business Teacher
			2710 N. North Road
			Grand Island, NE  68803
			308-385-6393

			John Doe, Family Friend
			1234 Johnson Road
			Grand Island, NE  68803
			308-382-4838

			Barry Thompson, Business Owner
			4322 Adams Avenue
			Grand Island, NE  68803
			308-382-8472


PREVIOUS HIGH SCHOOL
YOUR NAME
123 Number Street
City, State  Zip
Home  (308) 383-4567
Cell (308) 379-6789
Email  yourname@yahoo.com


JOB			To gain obtain a position as a waiter to learn more about OBJECTIVE		the restaurant business. 

EDUCATION		Northwest High School, Grand Island, NE
			Expect to graduate May, 2008
			Course of Study:  college prep/Project Lead the Way
			Grade Point Average:  (only if it is 3.0 or better)

Grand Island Senior High, Grand Island, NE
			Attended September 2009 – May 2010, freshmen year

			Related Courses:  Courses that you are taking or HAVE taken that 				relate to your career.  Do not list every single class you’ve taken.  				Plan to take:  These are the classes you plan on taking the next two 			years; again, they must relate to your career.
	
			Honors:  Honor roll, Academic letter, 2003, 2004  					
WORK 		Computer Data Entry for Play It Again Sports
EXPERIENCE	Grand Island, NE  			July, 1998 – present
· Input accounts payable/accounts receivable statements
· Reconcile monthly bank statements
· Prepare working papers for tax accountant

			Detasseler/Roguer for S & J Detasseling
			Glenvil, NE				Summers of 1996-present
· Supervised the work of younger detasselers
· Pulled tassels/rogued tall stalks
· Earned bonus for excellent attendance

ACTIVITIES/		School:  volleyball, track, 14 Karat Show Choir
INTERESTS		Community:  Sunday school teacher, youth group
			Hobbies:  riding horses, gardening, bike riding

REFERENCES	Available upon request


MIDDLE SCHOOL INFO
YOUR NAME
123 Number Street
City, State Zip
Home  (308) 383-4567
Cell (308) 379-6789
Email  yourname@yahoo.com


JOB			To obtain a position as a waiter to learn more about 
 OBJECTIVE		the restaurant business. 

EDUCATION		Northwest High School, Grand Island, NE
			Expect to graduate May, 2008
			Course of Study:  college prep/Project Lead the Way
			Grade Point Average:  (only if it is 3.0 or better)

			Related Courses:  Courses that you are taking or HAVE taken that 				relate to your career.  Do not list every single class you’ve taken.  				Plan to take:  These are the classes you plan on taking the next two 			years; again, they must relate to your career.
	
			Westridge Middle School, Grand Island, NE
Graduated May 2009G
			Course of Study:  general
			Activities:  student council, basketball, track, band, choir
			Honors:  Honor roll 2008 – 2009

WORK 		Computer Data Entry for Play It Again Sports
EXPERIENCE	Grand Island, NE  			July, 1998 – present
· Input accounts payable/accounts receivable statements
· Reconcile monthly bank statements
· Prepare working papers for tax accountant

			Detasseler/Roguer for S & J Detasseling
			Glenvil, NE				Summers of 1996-present
· Supervised the work of younger detasselers
· Pulled tassels/rogued tall stalks
· Earned bonus for excellent attendance

ACTIVITIES/		School:  volleyball, track, 14 Karat Show Choir
INTERESTS		Community:  Sunday school teacher, youth group
			Hobbies:  riding horses, gardening, bike riding

REFERENCES	Available upon request

