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Mary J. Smith


112233 Main Street

Anytown, AK 99999

907-555-9999

Msmith@someisp.com 

Objective

Seeking employment in the business field, using my extensive computer software knowledge, customer service skills, and interpersonal communication talents.

Work Experience

Reporter, XYZ High School Newspaper, 2000-2002

XYZ High School, 555 Tundra Road, Anytown, AK 99999

Supervisor:  Mr. James Bellman, 907-555-7890

Researched and wrote articles for weekly school newspaper

Used word processing and page layout software for preparing the newspaper for printing

Checker, ABC Groceries, 2000-2001

789 Elm Street, Anytown, AK 99999

Supervisor:  Mrs. Janice Jones, 907-555-1212

Worked second shift (4:00 p.m. – 11:00 p.m.) while going to high school full time

Used computerized scanning equipment to check out groceries

Acquired good customer service skills

Earned enough money to pay for my own car and insurance

Trained new checker after being on the job for six months

In-home Child Care, Summer 2000

Supervisors:  Mr. & Mrs. Dale Durbin, 907-555-3333

Supervised two children, ages 3 and 7, during summer months

Designed and carried out indoor and outdoor activities with the children

Accompanied children to swimming lessons and dance classes two times each week

Education

Senior at XYZ High School

Anytown, AK 99999

Expected Graduation Date:  May 30, 2004

GPA:  3.1

President of Journalism Club

Member of junior varsity basketball squad

Successfully completed 2 years of computer software classes, including Microsoft Word, Microsoft Excel, and Adobe PageMaker
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