[First Name Last Name]
[Street Address]
[City, State, Zip Code]
[Phone Number]
[Current email Address]
OBJECTIVE

[Seeking the XYZ position at ABC department]
EDUCATION
Los Medanos College, Pittsburg, CA




Expected May 2019 

[Name of Degree (i.e. Associates of Science, Business Administration)]
Courses Completed:
GPA:

WORK EXPERIENCE [remember reverse chronological order so list most recent job first]
[Company Name, City, State abbreviation] 



[Dates] 
[Job Title]

· Use strong action verbs to create phrases describing your skills and accomplishments
· (Example) Increased sales by 15% over a three month period

· (Example) Provided excellent customer service in a high volume environment

[Company Name, City, State abbreviation] 



[Dates] 

[Job Title]

·  (Example) Coordinated and implemented successful database marketing project

· (Example) Provided support to database marketing team

CAMPUS INVOLVEMENT [use this section only if it applies to you]
[Organization Name]


 



[Dates] 

[Title if applicable]

· Use strong action verbs to create phrases describing your skills and accomplishments

· (Example) Created flyers to market events to students

COMMUNITY INVOLVEMENT [use this section only if it applies to you]
[Organization Name]


 



[Dates] 

[Title if applicable]

· Use strong action verbs to create phrases describing your skills and accomplishments

· (Example) Tutored children ages 6-8 in reading comprehension
· (Example) Delivered food to elderly community members

SKILLS [use this section only if it applies to you]
Computer: [(Example) Microsoft Office suite, Web design, Publisher] 

Language: [(Example) Bilingual in English and Spanish, Conversational French]

Marie Harper
5603 Main Street
Pittsburg, CA, 95205
(925) 555-5555
mharper12@losmedanos.edu

OBJECTIVE

Seeking the Student Assistant position at the Transfer and Career Center

EDUCATION

Los Medanos College, Pittsburg, CA




Expected May 2024 

Associates of Science, Business Administration
Courses Completed: Financial Accounting, Applied Calculus, Business Communications

GPA: 3.0

WORK EXPERIENCE 
Flipper’s Restaurant, Antioch, CA 




June 2021-Present 

Server

· Provides excellent customer service in a fast-paced environment

· Ensures client satisfaction through attention to detail and timely food delivery

Harper & Stern Law Offices, Antioch, CA 



January 2020-May 2021
Receptionist

·  Answered multi-lined phone in an efficient, professional and friendly manner

· Created a welcoming reception area by greeting and providing refreshments to all clients

CAMPUS INVOLVEMENT 

Creative Writing Club
, Los Medanos College, Pittsburg, CA 
September 2021-Present 

Student

· Meets weekly with peers to share and discuss stories and poetry

· Invites guest writers to club meetings

COMMUNITY INVOLVEMENT 
Women’s Center, Antioch, CA


 

October 2021-Present 

Volunteer

· Collect donations from community members

· Developed and implemented an electronic volunteer database to increase efficiency and keep contact information up to date.

SKILLS

Computer: Microsoft Office suite, Publisher

Language: Bilingual in English and Spanish

