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The following is an exam ple  of  an ent ry  level resum e including academ ic and  work  experience.

More  sam ple  resum es.

Entry Level  Resum e Exam ple

Your  Contact  I nform at ion  

First  Last  Nam e

Street  Address

City,  State,  Zip 

Phone (Cell/ Hom e)

Em ail  Address

EDUCATI ON

Sm ithfield College:  Appleton, KS

BS Chem ist ry;  2007;  G.P.A:  3.8

Concent rat ion:  Pre Medical Studies

Sound  River  Regional High  School:  Merr ifie ld,  NH

Regents Diplom a with  Salutator ian  Status;  2003;

G.P.A:  4.0

EXPERI ENCE

ABC I ncorporated,  Sales/ Support  Associate,

Marconia,  VT

June 2007 -  Present

BDE Safety Supplies,  Adm inist rat ive  Assistant ,  Merr ifie ld,  NH

June 1999 -  June 2007 (Sum m ers)

SKI LLS

Com puter  Skills

Windows 2000/ XP and  Windows Vista,  Microsoft  Word,  Microsoft  Excel,  Microsoft  PowerPoint ,

Microsoft  Publisher,  Microsoft  Access,  Microsoft  Out look,  QuickBooks.

Relevant  Test  Scores

SAT:  Quant itat ive  Reasoning  99  percent ile,  GRE Quant itat ive  Reasoning  95  percent ile.

I NTERESTS &  ACTI VI TI ES

Recruited  new clients.

Managed  all facets of  client  support  while  establishing and  m aintaining a professional  rapport .

Perform ed financial analyses and  reports and  advised clients accordingly.

Answered phone calls,  greet ing clients, and  scheduled  appointm ents.

Assisted with  purchasing of  safety  supplies and  processed client  orders.

Managed  financial bookkeeping for  the com pany  using  QuickBooks.
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Coach -  Marconia  Youth Hockey

Sm ithfield College  Varsity Hockey Team

Alison Doyle
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