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What to Include

skills:
Customer service
Resolving issues
Answerin Phoncs
Data entr

sPr‘cadshcc+9
Databases

A good first step in creating your resume is to think about the information you
want to include. It may be a good idea to gather information about past jobs and
to brainstorm lists of skills and accomplishments before you start typing your

resume on the computer.
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[MARY BAILEY |

| 40 Boonitie Avenue. Springfieid, M0 €802 Jla17-555-1212 | mbatey22@gmaitcom |

2001 - 2008 Receptionist, Ozari

Let’s take a look at what to include in each section of a resume. We'll start with
the contact information. The contact section is very important, so it is typically at
the top. It should include a name, phone number with area code, and an address.
It can also include an e-mail address. Be sure that your voicemail or answering
machine message is professional and appropriate.

MARY BAILE

840 Boonville Avenue. Springfield, MO 65802 | 417-555-1212 | mbailey22 @gmail com

v ]

h proven

' "'[RedHotRedh @gmail.com}

2008-present  Administrative Assistant, Nixon & Lindstrom

2001 - 2008 Receptionist, Ozarks Community College

You'll also want to be sure that any e-mail address you include is professional
and appropriate.
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MARY BAILEY

840 Boonville Avenue, Springfield, MO 65802 | 417-555-1212 | mbaidey22 @gmail com

[ mbailey@cxm:job.com ]

XPERIENCE

2008 -present  Admin N ndstr

2001 - 2008 Receptionist, O unity College

Don’t use an email with your current employer unless you have permission for
personal use of that account.

If you include an email address in the contact information, be sure to check your
email regularly, to see if you received any emails from potential employers.
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MARY BAILEY

840 Boonville Avenue, Springfield, MO 65802 | 417-555-1212 | mbailey22@gmail.com

SUMMARY

Experienced and results-oriented administrative professional with proven
3bilities in customer service and communication.

EXPERIENCE
2008 -present  Administrative Assistant, Nixon & Lindstrom Insurance

- Excel in role requiring the ability to handle a variety of customer service
and administrative tasks and resolve customer issues with expediency.

- in and front-desk reception within a

high-volume environment.

-Mdﬂmﬁmwumwﬂn mﬂovpnmnw
financial records al data input,

processing and retrieval times.

ks

ity College
- Served as first point of contact for students, faculty and staff calling or
visiting the main administrative office.

- Transformed previously manual processes relating to vendor/supplier
records into an efficient, computerized system.

The next section is often a summary or an objective.

MARY BAILEY

240 Boonville Avenue, Springfieid, MO 85802 | 417-555-1212 | mbailey22 @gmail com

EXPERIENCE

2008 - present Assistant, Nixon &

- Excel in role requiring the ability to handle a variety of customer service
and administrative tasks and resolve customer issues with expediency.
ies in and front-desk reception within a
high-volume environment_
- Led cleanup of company database and files. Restored organization to
financial and { records data input,
processing and retrieval times.

Receptionist, Ozarks Community College
- Served as first point of contact for students, faculty and staff calling or
vmummuhmmkmmm

mmmdﬁummmmmn

A summary briefly describe why you would be a great fit for the job. An objective
outlines your career goals.
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2001 - 2008 Receptionist, Ozarks Community College

st point of

The summary or objective is typically used to highlight some of the strengths you
bring as a candidate. It is also very short in length.

MARY BAILEY

840 Boanville Avenue. Springfield, MO 65502 | 417-555-1212 | mbailey22@gmail.com

2001 - 2008 Receptionist, 0z0

The work history section is next. Here, jobs are listed in reversed chronological
order with the most recent job at the top. Keep the job you’re applying for in
mind, as you decide which positions to list, and how to describe them. Try to
cover several recent years of work history, and focus on the most relevant
experiences.
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MARY BAILEY

840 Bocnville Avenue. Springfield, MO 65802 | 417-555-1212 | mbailey22@gmail.com

SUMMARY

Experienced and results-oriented administrative professional with proven
abilities in customer service and communication.

EXPERIENCE
Im-ptgsm ive Assistant, NiXon & MO I

" Excel In role requiring the ability to handle 3 variety of Customer service
and administrative tasks and resolve customer issues with expediency.
- ies in and front-desk reception within 3
high-volume environment.
uddunupofcommdmbmvuiﬁes Restored organization to
financial and data input,

processing and retrieval times.

Receptionist, Ozarks Community College
- Served as first point of contact for students, faculty and staff calling or
visiting the main administrative office.

- i manual pi relating to
records into an efficient, computerized system,

For each job, you'll need to list the dates worked, job title, and company name.
Dates can be listed as a year without mentioning the month, but it makes sense
to include the month when the job is recent or only lasted for a short time.

MARY BAILEY

Springfield, MO 65802 | 417-5!

SUMMARY

Experienced and results-oriented administrative professional with proven
abilities in customer service and communication.

EXPERIENCE

2008 -present  Administrative Assistant, Nixon & Lindstrom Insurance, Springfield, MO

- Excel in role requiring the ability to handle a variety of customer service
and administrative tasks and resolve customer issues with expediency.

in and front-desk reception within a

high-volume environment.

- Led cleanup of company database and files. Restored organization to
personnel, financial and operational records and accelerated data input,
processing and retrieval times.

Receptionist, Ozarks Community College

- Served as first point of contact for students, faculty and staff calling or
visiting the main administrative office.

- i manual relating to
records into an efficient, computerized system,

Some resumes also list the city and state where the job was located.
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SUMMAR

2001 - 2008 Receptionist, Ozarks Community College

You'll also list job duties or specific accomplishments. This is typically the most
detailed part of the resume, and is the most time consuming to create. That is
why brainstorming skills and accomplishments in each job is a good way to start
when creating a resume.
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—
mp 3to5 tasks or |

accomplishments
Q = desctiptive but
concise

mp unique duties for
each position

Try to think of about 3 - 5 different tasks or accomplishments to write about. Each
statement should be descriptive but concise. You don’t want to repeat yourself or
include details that aren’t relevant. Try to list some unique job duties for each
position in your work history, even if jobs were very similar. You don’t want to list
the same things over and over.
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Action Verbs

Current job:
manages, develops,
assists, completes

Previous job:
managed, developed,
assisted, completed

When you are writing your job duties, think about adding a lot of action verbs.
These are verbs like manages, develops, assists, completes. If it's for a job
where you are still employed, use the present tense. If it's a previous job you
held, use the past tense like managed, developed, assisted, or completed.

3Na a0MINISTTatiVe Tasks ana resoiVe CUSTOMEN ISSUES WITN eXpealency.
- Demonstrate proficiencies in telephone and front-desk reception within a
high-volume environment.
company database and files. Restored organization to
personnel, financial and operational records and accelerated data input,
processing and retrieval times.

2001 -2008 Receptionist, Ozarks Community College
+ Served as first point of contact for students, faculty and staff calling or
visiting the main administrative office
- Transformed previously manual processes relating to vendor/supplier
records into an efficient, computerized system

EDUC (

2001 Bachelor of Arts, Missouri State University
1998 Associate of Arts, Columbia College
CERTIFICATION

2013 Microsoft Office Specialist

Next is the education section. Often a job will have an educational requirement,
and this section will allow you to be clear that you meet that requirement. If you
graduated high school more than a year or two ago, you wouldn’t typically list it
unless you don’t have additional education to list.
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G atIve tasks 3nd fe%one CLTomeT e te W D eateney

+ Demonstrate proficiencies in telephone and front-desk reception within a
high-volume environment.

» Led cleanup of company and files. ization to
personnel, financial and i records and acc data input,
processing and retrieval times.

Rec Ozarks C¢ ity College

+ Served as first point of contact for students, faculty and staff calling or
visiting the main administrative office.

+Transformed previously manual processes relating to vendor/supplier
records into an efficient, computerized system.

EDUCATION

2001 I Bachelor of Arts, Missouri State University I
1998 | Associate of Arts, Columbia College. |

CERTIFICATIONS

2013 Microsoft Office Specialist

Do list any schools you attended after high school, as well as the degree you
received.

ana a0MINISTTTIVE Tasks ana rESOIVE CUSTOMET ISSUES WITN eXpealency.

- Demonstrate proficiencies in telephone and front-desk reception within a
high-volume environment.

« Led cleanup of company and files. ion to
personnel, financial and {0 records and acc data input,
processing and retrieval times.

2001-2008  Receptionist, Ozarks Community College

« Served as first point of contact for students, faculty and staff calling or
visiting the main administrative office.

T manual pi relating to
records into an efficient, computerized system.

CERTIHICATIONS

2013 Microsoft Office Specialist

If you are currently enrolled in a school, you can list “Currently enrolled”, instead
of listing a date. You can also mention when you expect to graduate, listing for
example, “Anticipated graduation 2014”.
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3 BTIVE TaSKS aNa resoive CUSTOMEr ISSUES WITN exXpealency.

- Demonstrate proficiencies in telephone and front-desk reception within a
high-volume environment.

- Led cleanup of company datab and files. R d organization to
personnel, financial and operational records and accelerated data input,
processing and retrieval times.

Receptionist, Ozarks Community College

+ Served as first point of contact for students, faculty and staff calling or
visiting the main administrative office.

T i manual relating to vendor/supplier
records into an efficient, computerized system.

EDUCATION

| 2013 Microsoft Office Specialist |

I 2011-2012 Earned 30 credits in general education, Iﬁmrks Community College

I 2011 General Equivalency Degree, Fp\ringﬁeid, MO

If you attended high school or college but did not graduate, you can list the dates
you attended or the number of credits you received. You can also list a GED or
certificates and licenses that you've earned.

* Transformed previcusly manual relating 10
records into an eficient, computenied system

If you have many special certifications in your field, you may want to create a
separate section for them.
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