JANE SMITH 
132 Main Street 
New York, NY 12321
(123) 321-1234
jane@smith.com
Objective To obtain a position as a secondary education English or Mathematics teacher at Whosit High School.

Education
University of Michigan-Flint
1. Major: Secondary Education in English

2. Minor: Mathematics

3. Projected Graduation Date: June 2000

4. Maintaining an overall 3.89 GPA

5. Working 20-25 hours per week to finance education

Awards
1. Chancellor’s Scholarship, University of Michigan-Flint, 1996

2. Michigan Merit Scholarship, 1997

3. Flint Scholar Award for every semester in attendance since Fall 1996

4. Student of the Month, January 1998, February 1999

Work Experience
Rite Aid Pharmacy, Flint MI Pharmaceutical Assistant
1996-Present
1. Interact with customers, handle complaints and question

2. Fill prescriptions

3. Reorganized files to improve efficiency of pharmacy

4. Initiated plan to improve customer/pharmacist relations

Subway Sandwich Shop Supervisor
1994- 1997
1. Trained Employees in sandwich preparation and management

2. Recruited, hired, and trained 20 employees

3. Responsible for cash and inventory

4. Opened and Closed shop numerous times

Holy Family Church Newsletter Editor
1994-1996
1. Edited monthly newsletter

2. Held other employees to deadline

Skills
1. MS Word 6, Windows 1995, Microsoft Works

2. CPR, Trained Lifeguard

Affiliations
National Honors Society Public Relation Committee Chair
1996-Present
1. Recorded pledges at East Seals Telethon

2. Organized blood drive


Intramural Volley Ball, University of Michigan Flint Team Captain
1995-1996
1. Resolved conflicts among team mates effectively

2. Organized tournaments, matches and meets

References
Available upon request

