SAMPLE COMBINATION RESUME

Paula Johnson

1525 Jackson Street, City, NY 11111
555-555-555
email: abc@abc.com

EDUCATION
Lansing Community College, Lansing , Michigan ls-gﬁtogilggreggﬁgggaéiggsg{g?‘! gbéélliigggl éhil?if;t
Major:Clerical/Business; GPA 3.25 special training courses. Also, list name of

school, city and state of school and type of
degreg or certification awarded and year re-
celved.

v

Associates Degree, Business, 2001

Langton High School, Langton, Michigan
Graduated with honors. Completed Clerical Block.
Active in Business Office Education Club (two years)

SKILLS

Keyboarding

Word processing
Excellent telephone skills develo
Communicate well with the public

in high school office and family-owned hardware store office

ACCOMPLISHMENTS

Perfect Attendance Award
Top Salesperson
United Way Chairperson, Canned Food Drive

EXPERIENCE

Office Assistant, Morgan Hardware, Lansi ichigan
Cashier, McDonald’s Restaurant, Langton, Michigan
REFERENCES

Available upon Request




