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John Doe
	Objective

	To obtain an entry level position in the retail sales industry. 

	
	

	Skills Summary
	· Computer Skills: Microsoft Word®, Microsoft Excel®, Macromedia Homesite®, Adobe Photoshop®, HTML, Microsoft PowerPoint®.
· Communication Skills:  Excellent oral and written communication skills
· Teamwork:  Include Sports, Church, any Extracurricular Activities
· Leadership: Include Sports, Church, any Extracurricular Activities
· Academics: Deans List, Tiger Award, electives that apply
· Community Service: Employers LOVE to have employees that perform community service.  Think about anything that might count.

	 Work Experience
	Think of all paid and unpaid work experience you may have had.  Don’t forget about grass cutting, babysitting, etc.  Employers want to know that you are willing to work .  They want to be able to confirm your work history.
1975–1980 (Date)
LitWare, Inc. (Company)
Southridge, SC (City)
Sales Representative (Job Title)
· Expanded territorial sales by 400%.(Duties)
· Received company’s highest sales award four years in a row.
· Developed Excellence In Sales training course.

	Education
	2017–2021
Ironton High School
Ironton, OH
· College Tech Prep., Fine Arts Concentration, etc*
· Anticipated Graduation Date May 2021. *

	Interests
	Include interests that demonstrate one of your skills* (especially teamwork and leadership) Also include any interest that shows you have taken initiative on your own.  Musical instruments, church and charity works are always excellent examples of interests.

	Awards/
Accomplishments
	This is an excellent space to brag on yourself a little!  Try and remember anytime you have received an award (4th grade science award) or were nominated for an award (Nominated for Tiger Achievement Award..) Don’t forget to brag on any attendance awards, or certificates of participation that might be appropriate.  You must have dates for these!

	References
	References available upon request.  Remember your goal is to talk to the employer BEFORE your references are checked..


BE SURE TO FILL 1 PAGE ONLY!. 
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