Name

Street 

City, State  Zip

(xxx) xxx-xxxx

OBJECTIVE


A position as whatever, focusing on this area or that.

SUMMARY OF QUALIFICATIONS


· Number of years experience in work* at all relevant to the objective above.

· Credentials or education or training, relevant to this objective.

· A key accomplishment** that shows you’re a “hot candidate” for this job.

· A strength** or characteristic**, that’s important to you and relevant to this job

· Something else the employer should know—a skill**, trait**, accomplishment**.

*including unpaid work  **reflected in the details below

RELEVENT ACCOMPLISHMENTS


ONE MAJOR SKILL (essential to the objective named above)

· An accomplishment* that illustrates or documents this skill.

·  A substatement that elaborates on one aspect of the accomplishment above.

· A substatement that elaborates on another aspect of that accomplishment above.

· A substatement that elaborates on one aspect of the accomplishment above.

· A substatement that elaborates on another aspect of that accomplishment above.

ANOTHER MAJOR SKILL (essential to the objective named above)

· An accomplishment* that illustrates or documents this skill.

·  A substatement that elaborates on one aspect of the accomplishment above.

· A substatement that elaborates on another aspect of that accomplishment above.

· A substatement that elaborates on one aspect of the accomplishment above.

· Another accomplishment* that illustrates or documents this skill.

ANOTHER MAJOR SKILL (essential to the objective named above)

· An accomplishment* that illustrates or documents this skill.

·  A substatement that elaborates on one aspect of the accomplishment above.

· A substatement that elaborates on another aspect of that accomplishment above.

· A substatement that elaborates on one aspect of the accomplishment above.

A SPEICAL KNOWLEDGE AREA (essential to the objective named above)

· An accomplishment* that illustrates or documents this skill.

·  Another accomplishment* that illustrates or documents this skill.
· Another accomplishment* that illustrates or documents this skill.


Wherever possible, mention where this happened, linking it to the Work History.

WORK HISTORY

20xx – present  
Job Title  COMPANY NAME, City (and state if needed)
20xx – 20xx
Job Title  COMPANY NAME, City
19xx – 19xx
Job Title  COMPANY NAME, City
EDUCATION & TRAINING

University of Somewhere, Sometown, Somestate

Name of your Degree or Credential (and year when appropriate)


Colleen Davis
3434 Raleigh Lane 

Raleigh, NC 34343
(343) 343-3434
OBJECTIVE


A position as North Carolina Edison Customer Services Assistant (Scheduler).

SUMMARY OF QUALIFICATIONS


· Thirteen years NCE experience.
· Outstanding customer service skills.
· Consistently evaluated as an excellent employee.
· Able to build strong working relationships with co-workers, and employees.
· Won three Ideas In Action Awards for cost-cutting proposals.

RELEVENT ACCOMPLISHMENTS


SCHEDULING
· Coordinated logistics for multi-million dollar installation contracts as Sales Assistant & Purchasing Agent for an interior design firm.

· Investigated pricing, availability, and delivery schedules to wisely select thousands of fixtures and furnishings. 
· Prepared complex bids including installation timelines and detailed pricing.

· Ordered, purchased, and tracked delivery of all materials, ensuring that damaged goods were replaced quickly to meet installation deadlines.

· Double-checked millions of critical details on invoices for accuracy.

· Maintained frequent contact with hundreds of vendors to quickly identify and solve delivery problems, ensuring that installation dates were met.  
CUSTOMER SERVICE
· Conveyed dignity and respect to hundreds of thousands of NCE customers, taking the extra step to provide more than one-stop service.

· Offered alternative payment plans and cost reduction suggestions to customers with credit problems. 

· Handled emotional customers with delicacy, listening empathetically while maintaining company policy.
· Offered referrals to elderly customers who might need Gatekeeper’s services.
STAFF SUPERVISON
· Supervised three employees at Weier & Hoffman and four employees at Temco, delegating projects and monitoring daily tasks.  

· Built teamwork by eliciting problem-solving from each member.

· Evaluated employee performance formally and informally, providing positive feedback and suggestions for skill development.
· Interviewed and hired office support staff of four at Resort World, and trained employees at both positions. 
WORK HISTORY

2004 – present  Customer Service Representative  
NCE, Raleigh


Utility Clerk
2002 – 2004
Sales Assistant & Purchasing Agent  WEIER & HOFFMAN, Raleigh
2001 – 2002
Office Manager  


TEMCO PROPERTIES, Raleigh

1998 – 2001
Utility Clerk



NCE, Raleigh
EDUCATION & TRAINING

Business coursework, Raleigh Community College
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