Write a resume

Activity‘ 1

Using the sample below, develop a personal resume o the next page. Have your advisor read it and make suggestions. Then, type a final version. Make 10 copies to keep in a job-search file. You can use this resume if you are planning a job search soon. Update your resume as needed to include additional education, work experience or a change in references. Be sure to maintain a current resume in your employment portfolio

Chris P. Matthews

Current Address






Permanent Address

2165 Simpson Ave., Apt 10





199 E. Cranberry Road

Bontemps, Louisiana 53648





Bayview, Maine  04621

Ph: (201) 555-7777






Ph: *102) 777-4444

Objective
Seeking an entry-position where I can use my skills in a career opportunity. Particularly interested in customer service

Skills


Excellent communication skills




Enjoy working with others




Filing, typing, telephone work




IBM word processing




Skilled in all office procedures




Nail grooming skills




Work well with other people




Work with little supervision

Employment

Cut Above Beauty Salon, Cranberry, Maine

01 ‘92
Present

Nail Technician



Responsibilities include all aspects of nail grooming, scheduling




appointments and customer relations.

Education

O9/90 – 06/92

Professional Cosmetology Institute, Bontemps, Louisiana




State of Louisiana Licensed Nail Technician

09/87 – 06/90

Robinson High School, Shellysburg, Louisiana




High School Diploma

Awards

and Honors
President of German Club; First Place in a state speech contest; Listed in Who’s Who in American High School Students; Rotary Student of the Month; Selected to attend a Summer Leadership Camp; Lettered in varsity basketball three years.

References
Available upon request

