Jane Smith 
Current Address: 123 Main Street, New York, NY 12321 Phone: 123/456-7890
Mailing address: 123 Main Street, New York, NY 12321 Phone: 123/456-7890

EDUCATION 
Brownlow University, Greenbay, California. 
Bachelor of Arts in Sociology expected in 2006. Dean's List. 
Winslow High School. Winslow, Arizona. 
Cum Laude, June 2002. 
EXPERIENCE 
Residential Counselor. Talent Identification Center Summer Programs at Whipton College. 
Whipton, Missouri. June-August, 2000-2002.
· Supervised counseling groups of 15 junior high school-aged students.

· Acted as liaison between program administrators and parents.

· Assisted instructors during supervised study sessions.

Account Assistant. Greenbay Savings and Loans. 
Greenbay, California. September, 1999 - June, 2002.

· Managed weekend processing of account payments for corporate clients.

· Produced quarterly reports detailing account growth.

Office Assistant / Salesperson. B & R Plumbing Supplies. 
Caterville, Winslow, AZ. June, 1997-August, 1999.

· Finalized sales, managed customer and inventory files.

· Duties also included typing and accounting, greeting customers and answering phones.

HONORS AND AWARDS 
Phi Beta Kappa, 2003 
Junior Civitan of the Month, April 1999. 
"Freedom is Me" Essay Contest, Honorable Mention. January 1998. 
ADDITIONAL SKILLS 
Experience with Windows 95 - XP, Mac OS, Microsoft Office, Internet Explorer, Outlook Express and database applications. 
Fluent in French; reading ability in Spanish and Italian.
