Combination of Chronological and Functional RESUME

	NAME
Street
City, State, Zip code
(A.C.) Home telephone
(A.C.) Work telephone

SKILLS & CAPABILITIES:  Highlight specific skills.

Include action verbs that are trans​ferable to the work you are seeking.

Language fluency, knowledge of computers or other office machines, special equipment or other special talents that are relevant.

EXPERIENCE:    Begin with most recent first, dates, job title,- name of organization, address, description of duties.  Include action verbs that are trans​ferable to the work you are seeking.

EDUCATION:   List most recent first, state name of university attended, degree received, major. 

HONORS AND ACTIVITIES:  State position or office held, organization, dates of involvement, and describe your activities.

REFERENCES:   State "Furnished upon request" or list references on a separate page

	MARY SMITH

700 New Scotland Avenue

Albany, New York 12208

Home (518) 438-1234

Work  (518) 438-5678

SKILLS and 

CAPABILITIES:                 Perform office tasks and interact effectively using

                                                 excellent oral and written communication skills

                                                Practice in the following software: MS Office,

                                                  Corel Office, Lotus, D Base IV, SPSS.

  Type 70 wpm

  Take Shorthand 90 wpm

EXPERIENCE:                    Word Processing Operator 

May 1998 – Present               St Peter’s Hospital, Albany, New York 12208

                                               Transcribed confidential letters, memos, report

                                                 Proofread documents done by other personnel

                                                 for accuracy, content and grammar.

                                               Work Study Student Assistant

                                               Maria College, Albany, New York 12208

                                               Typed memos, input data into mainframe computer

                                               Helped students fill out forms 

                                               Cashier and Part time Cook

                                               Subs R US, Albany, New York 12205

                                                Prepared food items upon request, received 

                                                  payments and balanced budget and cash on hand

Education:                            Maria College, Albany, New York 12208                               

2000 - 2002                            Major: Management  A.A.S. May 2002

References:                           Furnished Upon Request    

                     


