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Linda A. Sincera

(41515553654 000 Marin Ave.
lindaasincera@urknown com Hayward, CA 00000

JOB OBJECTIVE: A positon in Customer Service

HIGHLIGHTS OF QUALIFICATIONS

* Ousstanding customer service skill: diplomatc and patient with alltypes of individusls and
organizational leves.

+ Highly organized, with great atenton to detil and follow-through.

* Flexible; able and willng to learn new things.

+ Professionsl in appesrance nd strong work ethic.

+ Computer skill include: MS Office Suie.

RELEVANT ACCOMPLISHMENTS

s Customer Serviee Representative for TAYLOR MADE, INC.

* Increased number of sccounts at the Oakland Business Center by 70°%.

* Created an efficien, easy to use customer account fie for invoicing which encouraged
frequent use by cusiomers.

+ Participated in spirted telemarketing campaigns to existing socounts regarding new servies
and promotions.

* Cultivated relationships with top Bay Area sccounts including: Golden State Wariors,
‘Equitee, Sir Speedy, and Copy Mat.

+ Responded to customer inquiry calls, quickly assessing the consumers’ needs and problems in
order to deliver an ideal soluton.

+ Performed online troubleshooting: identified. problems, gave technical advice, filed service
requsts, and followed up on scheduling.

+ Balanced receipts with daily register tapes; reported weekly and monthly sales totls to
‘management, using an Excel spreadsheet.

s Customer Service Representative for PLATT MUSIC CORPORATION:

+ Answered s many as 60 clls  day from angry customers regarding missed shipmenis;
employed 2 calm and professional manner o resolve concerns, and gusranteed them delivery
as soon as possibl.

* Researched lostorders and traced shipments.

+ Chesked stock availability to fill scheduled deiveries.

2012 present
20092012

20082009
20052008
20022004

WORK HISTORY
Clerical Positions. RYALS & ASSOCIATES, Oskland
Customer Service TAYLOR MADE OFFICE SYSTEMS, Oskiand
Clerical Assistant 'BROKERS SERVICE OFFICE, Castro Valley
Customer Service, Deliveries  PLATT MUSIC CORP., Hayward
Clerical Positions. KELLY SERVICES, Hayward

EDUCATION

Liberal Ars, Chabot . Collge, Hayward
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Full Name

email@clarkson.edu
Mobile: (123) 555-5555

Current Address Permanent Address
123 Grove Street 123 Maple Street
Potsdam, NY 13699 Buffalo, NY 12345
OBJECTIVE

An employment opportunity in a Computer Science related field.

EDUCATION

Clarkson University — Potsdam, NY B.S. Computer Science, Mathematics; Minor: Business/Administration
GPA: 3.5 — Dean’s List 6 Semesters May 2010
Newecastle University — Newcastle, NSW, Australia Study Abroad Exchange Program
GPA: 90 — High Distinction Completed: July 2009
RELEVANT EXPERIENCE

Eastman Kodak Company — Rochester, NY

Software Development May 2008 — August 2008

¢ Led team from many positions in the company in finding and implementing a new bug-tracking solution.

* Investigated current system (Lotus Notes), created requirements for a new tool, conducted meetings and
demonstrations of possible solutions, created proposal for recommended course of action, configured and
administered the new system (JIRA) after decision was made.

¢ Created applications for migrating data between systems/databases using C#, XML, and Excel Macros.

Software Quality Assurance May 2007 — August 2007
o Tested new software releases for the Kodak Picture Kiosk.
o Designed and executed test procedures, reported incidents, and worked with databases and Rational software.

e Organized and led meetings of project leaders, developers and QA team members for each original test
procedure. Learned to work independently and in a group setting.

Clarkson Association for Computing Machinery — Potsdam, NY September 2007 — Present
o Created and administer the Clarkson ACM Website using Dreamweaver and Photoshop.
o Attend seminars by guest speakers in the computing industry.

SKILLS
* Programming Experience — C++, Java, C#, XML, and Web Development.

* Writing Skills — Ability to efficiently produce concise, organized reports, labs and memos.

» Public Speaking — Finalist in Senior High School Public Speaking Competition. Gained confidence and learned
to engage audiences with my creative speeches.

EMPLOYMENT
Clarkson Writing Center — Potsdam, NY; Tutor August 2007 — Present
o Conduct writing conferences with students. Identify weaknesses in organization, development and style. Guide
writers in solving the problems.
o Learned valuable interpersonal communication skills by collaborating with students from many fields. Trained
in writing and tutoring.

TEAMWORK
e Ski Club September 2007 — Present

¢ Intramurals — Captain of Basketball and Softball teams September 2006 — Present
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Susan Ramirez

1401 Valencia St. (Cell) 415-555-1212
San Francisco, CA 98034 susan.l.ramirez@gmail.com (Home) 415-555-1212

Chief Technology Officer

Senior Executive with a 15 year track record of delivering complex, high risk, high value projects through
development, program management, and product management. Combine an entrepreneurial instinct, in-
depth technical skill, and a strong reputation for developing and motivating cross-functional teams at all
levels. Experienced at being the voice of the business, capturing the right message for the largest impact.
Build rapport with management, vendors, peers, clients, and technical specialists.

Strong Business Competencies in:

» E-Commerce » Client Relationships » Market Analysis

» Human Capital Management  » New Business Development > Sales Forecasting

» P&L & Financial Statements » Competitive Positioning » Workforce Planning
Experience

RETAIL DIVERSIFICATION, INC 2008—Present

Software Development Manager, 2010-Present

Building a Retail Customer Experience team to create the next generation web in support of an existing
$30M motorcycle business.

» Managed the on-site and offshore development teams that provided the technical architecture, design,
and support of software assets, including a database of nearly 4M parts and accessories, and a
monumental amount of supporting vehicle information.

o Integrated the Ul database into the search indexing group.
> Increased team development capacity by 350%.
> Initiated a complete web site redesign, managing all aspects of back-end and front-end systems

Senior Technical Program Manager, 20082010

Directed the technical success of a large cross-company data quality and e-commerce project.
Coordinated more than 10 development teams throughout an aggressive 6-month project delivery and
subsequent support phase.

» Orchestrated the completion of an “impossible project” in a politically charged environment with VP
level scrutiny; delivered on-time and within budget, despite assuming control for project 4 months
behind schedule.

> Doubled the turnover of retail sales changing the way organic food was sold, and setting the
benchmark for the rest of the wholesale foods category.

» Managed a myriad of short and long term activities, including
o Refining project purpose, scope, and deliverables.
o Immediately instituted strong program management practices.
o Scoped work and coordinated deliverables for more than 10 technology teams.
o Created a framework for all teams to clearly understand the business requirements.

COMMUNICATION SOLUTIONS, INC 2005-2008
Senior Product Manager

Recruited to join small company with a startup mentality in order to take ownership of an established
Product Line with the intent to evolve it to the Next Generation in its class. Delivered revenue of $50M per
year. Product Manager for a line of IP Services routers, and VPN firewall appliances. Responsible for P&L,
product vision and roadmap, business plan, product definition, and management of product team.
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DAVID SIMON

Seattle, WA 11111 ¢ (355) 3555355 or (555) 535-3555 @ email@resumewriters.com

12345 Sireet Ave

SUMMARY OF QUALIFICATIONS

Dedicated feader with comprehensive management and logistics experience. Demonstrated ability to train,
manage, and mivate team members to achieve organizational objectives.

(CORE COMPETENCIES
Strategic Planning Operations Management Training & Development
Lean Manufucturing Practices  Distribution & Transportation  Procurement & Inventory Control

Site Saf Regulatory Compliance Budgeting & Cost Reduction

PROFESSIONAL EXPERIENCE
PFIZER LABORATORIES, Ann Arbor, M1 1072000 - Present
Production Supervisor
« Manage all supportservices related to production faciliy, including weighing and dispensing
operations, buffer preparation, glass wash faclity, contract cleaning services, contract gowning services,
preventive maintenance on equipment, inventory and storage of ay materias, and routine operation of
preparing media and buffer solutions
+ Select, rain, supervise, and evaluate 14-person team
« Partner with other departments within production facility to support wide range of ongoing projects.

BIOTECH CORPORATION, San Diego, CA 1/1990 - 102000
Materials Supersisor (1993 ~ 2000); Material Coordinator (1991 — 1993); Material Handler (1990 — 1991
+ " Directed all materials/ogistical functions related to shipping and receiving, warchousing, eturn goods,
material bandling, and mailroom operations in GMP, FDA, OSHA and EPA-regulated environment
« Managed, cvaluated, and coached team of 4 individuals
+ Oversaw hazardous waste management,including chemics

adioactive, biohazard, and medical waste.

WOMFORD, Chelmsford, MA 511987171990
Receiving Manager
'+ Controlled receiving and distibution of merchandise o assure inventory accuracy interface ith
‘accounting to resolve discrepancy problemms
+ Coordinate inventory levels with 12 departments and reduced inventory shortage by 50%

U.S. ARMY & U.S. ARMY RESERYE, Fort Divans, MA 12/1982 - 51995
Logistics/Procurement Officer - Reserve Position
" Plaaned, organized, and implemented al logistic and supply activities for 2 major deployments.
involvin international coordination for 8,000 personel.

PROFESSIONAL DEVELOPMENT
Hazardous Waste Management Course, Clean Harbors and BASF, Radioactive Waste Management Course,
U5, Ecology, U.S. DOT Hazardous Materials Regulation Course, Award Environmental, Reverse Osmosis
Water Treatment, General Electric, SAP System Inventory Management and Procurement Systems

EDUCATION

WESTERN MASSACHUSETTS COLLEGE, Boston, MA
Bachelor of Arts: Theatre Ars, 1981
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Jason Paul

1234 Utbano Street » Los Angelos, Coliforia 80066 » Phone (310) 5551234 » Pagor (500) 5551254

EDUCATION

+ Creative desgner with experience in film and theater

+ Diverso background in the design and producton of stop-motion animation, puppets, prope,
sound, sete, and lghting.

+ Graduate degree in fine ta from the California Tnstitute of the Arts

+ Sclfmotivated with strang problom solving and organization il

e

+ Formulated design concopts,selcted Jocations, and disected and coondinated
sot design and construction

+ Eablished budgete and schedules, estimated construction costs, and monitoredexpenses

+ Designed concepte for _costumes, makeup, photographic  offcts, titles, and _related
producton ftems: creted miniature production sets

Ant Department

" Catoon Notwork D (animated, dircted by Mk Osbone for Bad Clms Prductios
1997

+ Frutopia “origami® (animated), animation directed by Mark Osborna for Shooting Ducks
Producton (1997)

» Production assistant for Vincent Joffeds, Production Designer, Tho Phoney Porfocor (1993

Srwing Gang. Boboll Commercial

+ Hallmark Commercial Series for Johnsan Burmett Productions, Jim Wagor, Decorator
997

. Seream LLO Productions, Jim Wager, Decorator (1996)

Thesi Preject, La Lune (1596

+ Succesfully wrote and produced an S-minute stop-motion animation film, including story
boands,se deaign and contruction, Gming, editing, and sound

‘Video Prodaction Entern, Biomedical Communications, Tucson. Arizona (199

PUPPETS:
+ Exporioncod in meld making, casting compounds, and foam latex constructon
Pappet Bullder, ¥atts Supa Sister Gir] (1996)

+ Constructed “Kinka the Talking Afro Pick” for Divectoe Joho Gary.

Arsan. The Character Shop (1995

+ Buil a giant fberglass hand mold for “Cong”™

+ Paintod tho feathers of the “Bud Light Valturs”

Intern Tony Urbano Productions (1965)

+" Carved and foam constructed “Grampa Nature'scroated propertios for 911

THEATER:

+ Designed propertios and scenic affets

+ Integrated requiroments, _ intorprotation, _roscarch, _dosign  concopts,  and _ practical
coniderations (mobiliy,incerchangeabilits, budge) with set dosign

‘Propertios Artiean, Califoraia Instituto of tho Axts (1995)

" Mariol, Oregon Gothic, The Nose, Hedda Gablr, Brave New World

Soenic Asis, University of Arisona (1995

+ Mo Mystory of Edwin Devod

‘Propectios Artien, Univorsiy of Arisona. (1991~ 1082)

+" Lioaf tho Mind, The Rover.

'MASTER OF FINE ARTS, Oslfornia Instituteof the Arta Valorcia, California (1996)
'BACEELOR. OF FINE ARTS, University of Arisona, Tucson, Arizona (1994)
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Jane Doe
138 Main Street
Anytown, KY 40000
home #'s 000-000-0000 or 000-000-0001

janedoe@resume.com

Personal
Listed on National Honors Society, high school honor roll, listed in Who's
Who for Cheerleading and Academics. Enjoy cheerleading

Education

1997-2000 Hill County Central High School, Anytown, KY
Grades: 0 120

1996-1983  Hill Elermentary Schoal; Anytown, KY
Grades: Kindergarten - %

Special Training
1908 Hill County Central High School; Anytown, KY
Eepboarding.

Intro to Computers

Extra-Curricular Activity
Cheerleader (1992-1999)

References
John Doe Teacher at Hill County High School ~ 000-000-0003
Judy Charles  Employment Interviewer 000-000-0004

Mary Poppins  Retired Teacher 000-000-0005
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J oh n R eyn ol d s Home: (818) 123-4567 = E-mail: resumepowersample@gmail.com

LinkedIn URL = 14 Springs Drive = Pasadena, CA 91105

Objective

SYSTEMS ANALYST = TECHNICAL SUPPORT = WEB DEVELOPER

Honors CIS student with highly regarded skills in C/HTML/VB Script programming,
networking, information systems, and website development, seeking to leverage strong
academic performance and launch IT career.

Adept in technical troubleshooting and problem solving. Known for dedicated work
ethic, quality focus, and commitment to optimal customer service.

Knowledge areas include:

Testing/Scripting/Documentation = Technical Infrastructure = Code Generation
LANs/WANs = Web Development = Troubleshooting & Debugging

Education
& Training

PASADENA CITY COLLEGE - Pasadena, CA — 2008 to Present
Currently pursuing BS in Computer Information Systems
Completed 60% of degree program requirements (72/120 credits).

= Earned current cumulative GPA of 4.0/4.0.

= Coursework highlights: scored 98.75% in courses covering topics including
processing/storage hardware, input/output hardware, system/applications software,
communications technology and uses, IT systems analysis/design, programming languages,
information management, and databases.

= Co-authored group project on the “Adoption and Deployment of Sabre Technologies at
Northwest Airlines.” Contributed research and personally wrote 75% of paper, which scored
highest grade (earning 95%) among six group projects.

ITC TECHNOLOGY INSTITUTE — Pasadena, CA — 2005 to 2006
Coursework in Applied Information Technology Program (AIT).

= Completed intensive "Fundamentals of Network Computing” module, covering
Windows NT, HTML, VB Script, Access, Visual Basic, and Web development.

= Project highlights: Served on six-member team charged with Web project for mock car
rental agency. Developed and launched site in three weeks with minimal instructional help.
Final site processed car reservation requests and incorporated interactive features to
enhance user experience. Earned “A” grade following professional presentation.

Experience

Retail Clerk, 2009 to Present (seasonal)
ABC COMPANY — Pasadena, CA

Food Service Worker, 2005 to 2009 (concurrent with college enrollment)
DEF COMPANY - Pasadena, CA

Technical
Summary

Languages: C, HTML, Visual Basic, Visual C++, VB Script, Turing
Systems: Windows, MS-DOS, Macintosh OS
Networking: LANs/WANSs, Peer-to-Peer Networks

Software/Tools: MS Office (Word, Excel, Access, PowerPoint, Outlook), MS Project, BVRP
Phone Tools
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SAG-Eligible y
Hair.  Brown Weight. 115 Ibs
Eyes: Brown Height: 55"
FiLM:
Nuns With Guns Sister Karta (Supporting)  Freak Show Entertainment
Taking A Stand Lucy (Lead) David Massey Prod.
Sexpot Maureen (Supporting) The Asylum
Grey Daisies Penelope Tree (Lead) Glosolafa Fims
FAVE Drama Student (Featured)  Lakeshore Entertainment
TELEVISION:

Mystery ER — “Scared St
The Wizards of Waverly
Zoey 101

Curb Your Enthusiasm

MUSIC VIDEOS:
Depeche Mode — *Hole To Feed”
TRAINING:

improv Comedy

Acting The Text

Commercial Auditioning
Commercial & TV Auditioning
Script Analysis

Auditioning Technique
Ballet, Jazz

Acting for the Camera
Improvisation

Camera Combat

Special Skills:
Dialects: American Sign Language,

Chioe (Co-Star) Discovery Health
Featured Disney Channel
Featured Nickelodeon
Featured HBO

Lead Eric Wareheim Dir.

Lillan Lehman ~ Cal State University Northridge
Christine Menzies — Cal State University Northridge
Mie Pointer — Hey | Saw Your Commerciall

Jil Donnelan, Acting CoachiManager

Armin Shimerman ~ Wil Geer Thealricum Botanicum
Ellen Geer — Will Geer Theatricum Botanicum

Candy Sherwin ~ TADW (CSU Northridge)

Us Performing Arts Camps - UCLA

Kent Kineman ~ TADW (CSU Northridge)

Edgar Landa ~ TADW (CSUN)

Long Isiand, British BBC, Southern, Valey: Dance (Tap, Bal

Jazz, Belly, Hip Hop); Recorder; Stage/Camera Combat; Rolirblading; Softball; Hula-hoop.
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Local Address

J. DANIEL DOE
(123) 456-7891
Email@aol.com
Permanent Address

123 Example Street 321 Example Road
Example town, EX 00000 Example town, EX 00000

OBJECTIVE

EDUCATION

RELEVANT
EXPERIENCE

SKILLS

OTHER
EXPERIENCE

HONORS &
ACTIVITIES

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat volutpat.

B.S., Example Major, Cum Laude, December 20XX
Example University, Example town, EX
Overall GPA: 3.45/4.0

Example Company, Example town, EX 20XX- present
Example job title

* Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh euismod

« tincidunt ut laoreet dolore magna aliquam erat volutpat

* Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh euismod

* tincidunt ut laoreet dolore magna aliquam erat volutpat.

Research/Technical/Communication Skills

Lorem ipsum dolor sit amet, consectetuer adipiscing elit
Lorem ipsum dolor sit amet, consectetuer adipiscing elit
Lorem ipsum dolor sit amet, consectetuer adipiscing elit
Lorem ipsum dolor sit amet, consectetuer adipiscing elit

Computer Skills

Lorem ipsum Ut wisi enim ad minim veniam
dolor sit veniam

consectetuer ad minim

adipiscing enim

Example Company, Example town, EX 20XX- present
Example job title

* Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh euismod

* tincidunt ut laoreet dolore magna aliquam erat volutpat

* Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh euismod

* tincidunt ut laoreet dolore magna aliquam erat volutpat.

Unrelated to Field of Interest Example Company, Example Town, EX June 20XX
Unrelated to Field of Interest Example Job title

Example Honor Society, inducted Fall 20xx

Example Dean’s List With Distinction: Fall 20xx, Fall 20xx, Fall 20xx
Example Dean’s List: Spring 20xx, Spring 20xx, Spring 20xx, Fall 20xx
Example Merit Scholarship, 20xx

Example Award, Example Organization, 20xx

Example Volunteer Work, Example Organization, 20xx-20xx
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Employment History

RECEPTIONIST /5 g & oo ene, i, CA
ADNINISTRATIVE ASSISTANT, G Sestves, G

Education s Traning Commuiy nvlvement

Grogin Collg, Exee, A (1985199 Cominsd o commaiy e, Exeing
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