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RESUME BASICS
Learn how to create a resume with MS Word using a template.
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Ed Needsa Job

725 E. Main Street. Denver CO 
Work

House painting      2001    for my cousing Suzanna Robles.

Mariachi band El Oeste  2005-2009


-play accordion 
Gardner for Smith Family 2006-2007

Construction – residential- Valencia Construction Company 2008-2010 


-bathrooms

Pizza Hut Delivery Driver 2004-2005


-delivered Pizzas at night
General maintenance Winding Winds Apartmets 1998-2006

-kitchens, bathrooms, everything

Speak English and Spanish.  

References

-my brother David Job 555-555-5555

-Sarah, coworker at Pizza Hut   pizzaface@fake.com
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Thomas Johnson
8020 Clark Avenue
Nevada, Missouri 64772
(417) 123-4567


WORK EXPERIENCE
Waiter and Waitress Trainer, Western Missouri Resort, Nevada, Missouri, 2005 to 2012
· Trained employees in menu knowledge, computer operation, and efficient delivery of food and beverages.

· Resolved customer complaints, assuring satisfaction.

· Answered phones, scheduled reservations, and directed call to responsible party.

Waiter and Main Cashier, Western Missouri Resort, Nevada, Missouri, 1998 to 2005
· Handled large amounts of cash transactions for chip exchanges for customers and between casinos.

· Performed bank audits for all cash areas of the casinos.

· Greeted customers, developed rapport, accepted, processed, and delivered orders.

· Distributed paychecks, credit approvals, and marker distribution.

Accounts Payable Clerk, Harrah's Casino, Las Vegas, Nevada, 1993 to 1998 

· Answered phones and directed calls to appropriate person.

· Processed and mailed checks to appropriate vendor or entertainer.

· Maintained files of accounts, receipts, and purchasing audit information.

Waiter/Relief Supervisor, The Ormsby House, Carson City, Nevada, 1990 to 1993 

· Supervised 18 wait staff when necessary.

· Greeted customers, developed rapport, accepted, processed and delivered orders.

· Performed all aspects of food preparation, delivery, and clean-up.
EDUCATION

Vernon County Community College, Nevada, Missouri, 2001 to 2004
Courses Included Accounting, Finance, Business Math and Computer Classes 
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KRISTAN JONES
2060 Lincoln Avenue
Lebanon, Missouri 65536
(314) 123-4567 



PROFESSIONAL SKILLS AND ABILITIES

Sales and Customer Assurance: 
· Excellent communication skills in greeting customers, listening and assessing requested desires, and assisting to satisfy needs.

· Able to confront dissatisfied customers, settle them, and provide resolution.

· Effectively increased customer sales in various positions.

· Prepared sales reports, wrote purchase orders, and conducted regular inventories.

Management and Supervisory: 

· Performed all aspects of operating a small business as managing partner.

· Responsible for training numerous new employees in several situations.

· Scheduled and coordinated appointments for service technicians.

· Cooperated in the planning, development, and opening of new company.

· Able to develop rapport in work environment that builds teamwork.

Office and Technical: 

· Ability to operate various office equipment such as IBM and Franklin computers, IBM/NCR cash registers, telephone, ten-key machine, and typewriter.

· Responsible for handling large amounts of cash and preparation of bank deposits.

Personal and Self-Management: 

· Thrive on challenging tasks in office environment.

· Highly organized and dedicated with positive attitude.

· Excellent written and oral interpersonal communication skills.

· Perform multiple assignments under pressure and consistently meet deadlines.

EDUCATION AND ACTIVITIES

· Business and Professional Women's Association

· Lincoln Memorial High School Graduate, Lebanon, Missouri

WORK EXPERIENCE

2006 to 2011 Sales Clerk, Sears, Lebanon, Missouri
2002 to 2004 Service Department Manager, Anthony's, Lebanon, Missouri
1998 to 2002 Co-Owner, Country Square, Buffalo, Missouri
1996 to 1998 Sales Clerk, Montgomery Ward, Lebanon, Missouri
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Joseph Sanchez
4242 Blankenship Rd.
Tucson, AZ
(520) 865-7889
Jksanchez980@yahoo.com
OBJECTIVE

Creative Director/Art position at an agency that will allow me to develop my creative and leadership abilities in an environment that encourages me to do strong creative work.

PROFESSIONAL QUALIFICATIONS: 

An articulate, diligent, and innovative professional with more than 10 years of professional design experience which includes management of a interactive media company for 3 years.

SKILLS 

· Proven ability to grasp ideas and effectively communicate concepts with original, compelling copy and images. 

· Ability to supervise art direction of multiple accounts and departments 

· Highly skilled in problem solving, solution oriented, and highly organized 

· Strong communication skills 

· Budget management to facilitate maximum revenues 

· Coordination of merchandise, promotions, exhibits, and signage 

· Tracking of all visual materials through all stages of pre productions and production

WORK EXPERIENCE

Fusion Media Interactive 
Phoenix AZ / Denver, CO

Creative Director

2004-2012
Vivo Italia Design Studio 
Venice, Italy

Production Assistant

2002-2004
Design Moves Collective 
Phoenix AZ

Production Manager

1997-2002

Phoenix Art Museum  

Phoenix, AZ

Exhibit Designer

1995- 1997

AWARDS

2004 Winner Print Magazine “Best of Show- Promotional Piece” 

2002 Runner-Up Denver Creative Award “Best Design Award”

2001 Winner Young Designers Guild “Best Interactive Media Website”

CERTIFICATIONS

Apple Certified Trainer for Pro Products 2005

Microsoft Certified Professional Developer (MCPD) 2005
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