Amy Smith
123 Main Street
Atlanta, Georgia 30339
Home: (555) 555-1234
Cell: (555) 555-1235
asmith@sample~resume.com

Objective

Seeking a position as a data entry clerk with a strong, forward thinking company.

Summary of Qualifications
Over ten years of related experience. Familiar with a variety of software including WordPerfect Office, Microsoft Office, Lotus 1-2-3, FoxPro, and Excel. Proficient in web development with various programs including HTML coding, HotMetal Pro, DreamWeaver, Cold Fusion.

Employment History

CTI Systems, Portsmouth, NH
Receptionist/Data Entry, 1998 - Present
Verified accuracy of data, compiled spreadsheets by combining data from various systems.

Concord Art Supplies, Concord, NH
Customer Service Representative, 1994 - 1998
Prepared daily sales orders and invoices. Handled sales calls and follow ups to pursue and develop new accounts. Managed a marketing budget of $5000 per month

Education

A.A., Business Administration, 1994
Concord Community College, Concord, NH
