YOUR NAME
Street Address
City, State  Zip

(xxx) xxx-xxxx


Objective:  A position as whatever, focusing on this area or that.

SUMMARY OF QUALIFICATIONS

· Number of years experience in work* at all relevant to the objective above.

· Credentials or education or training, relevant to this objective.

· A key accomplishment** that shows you’re a “hot candidate” for this job.

· A strength** or characteristic**, that’s important to you and relevant to this job

· Something else the employer should know—a skill**, trait**, accomplishment**.

*including unpaid work  **reflected in the details below

RELEVENT EXPERIENCE & ACCOMPLISHMENTS

ONE MAJOR SKILL (essential to the objective named above)
· An accomplishment /one-liner that illustrates this skill (including where this occurred).
· Another accomplishment /one-liner that illustrates this skill (including where this occurred).

ANOTHER MAJOR SKILL (essential to the objective named above)

· An accomplishment /one-liner that illustrates this skill (including where this occurred).

· A substatement that elaborates on one step in the process of the accomplishment above.
· A substatement that elaborates on another step in the process of the accomplishment above.
· A substatement that elaborates on another step in the process of the accomplishment above.
· An accomplishment that illustrates this skill (including where this occurred).

· A substatement that elaborates on one step in the process of the accomplishment above.
· A substatement that elaborates on another step in the process of the accomplishment above.
· A substatement that elaborates on another step in the process of the accomplishment above.
ANOTHER MAJOR SKILL (essential to the objective named above)

· An accomplishment that illustrates this skill (including where this occurred):
· Another accomplishment that illustrates this skill (including where this occurred).

· A substatement that elaborates on one step in the process of the accomplishment above.
· A substatement that elaborates on another step in the process of the accomplishment above.

· A substatement that elaborates on another step in the process of the accomplishment above.

A SPEICAL KNOWLEDGE AREA (essential to the objective named above)

· An accomplishment that illustrates or documents this special knowledge (including where).
·  A list of equipment or processes you are familiar with, consistent with expertise in this area. 
· A list of courses or trainings you took that shows your expertise in this area.
EMPLOYMENT HISTORY
20xx – present  

Job Title  

COMPANY NAME, City (and state if needed)
20xx – 20xx

Job Title  

COMPANY NAME, City
19xx – 19xx

Job Title  

COMPANY NAME, City

EDUCATION & TRAINING
Degree or classes or whatever
Credentials, if any


BEN TAYLOR
6789 Casa de Luna Terrace

Sebastopol, CA  95472

(707) 900-2345


Objective:  Administrator/Assistant Manager position involving:
	· Operations Analysis

· Policy Development
	· Project Management 

· Administrative Liaison


SUMMARY OF QUALIFICATIONS

· Ability to prioritize and remain focused on the essence of an issue.
· Strength in formulating policy that addresses organizational goals.
· Experience in handling many projects and deadlines at one time.
· Readily develop rapport with management, staff, and clients. 
· Welcome the challenge of resolving conflicts and problems.

RELEVENT EXPERIENCE & ACCOMPLISHMENTS

OPERATIONS ANALYSIS – POLICY DEVELOPMENT
· Assessed existing operations in each department of Northern Way, consulting with department managers to identify specific functions, tasks and procedures.
· Advised NW district superintendent on potentially hazardous policies and practices that could make NW vulnerable to litigation.
PROJECT MANAGEMENT
· Currently serving as group leader for a market survey:
· Selected the survey sample
· Briefed participating colleagues on the goals and rationale of the survey
· Conducted seminars on marketing for management and staff
· Presented group’s findings to a meeting of department heads
· Successfully managed over 100 home restoration projects:

	· Assessed scope of work

· Scheduled and prioritized tasks

· Hired and supervised assistants
	· Advised clients on options

· Estimated labor and materials




ADMINISTRATIVE LIAISON
· As firefighter representing the California Division of Forestry, directed activated of CCC and convict crews in all phases of fire fighting, graining crews’ respect and full cooperation under stressful conditions.
· Supported defense attorneys in trial preparation and in court:
· Participated in jury selection
· Coordinated complex arrangements with other departments, to re-create accident events for jury review
· Analyzed and summarized status of trial for supervisor.  
EMPLOYMENT HISTORY
2004 – present  
Claims Agent  

Northern Way Transportation Co.,

Sebastopol and Freestone, CA
2004 summer

Field Claims Rep 
Zenier Insurance Group, Freestone, CA
2001 – 2004

Home Restoration
Self-employed, Guerneville, CA
1998 – 2001

Firefighter

California Division of Forestry, Sespe, CA
EDUCATION & TRAINING
M.B.A., California State University, Sonoma, 1989

B.A., Environmental Policy Analysis & Planning, University of California, Freestone, 1987
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