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	Objective

	
	A secretarial or administrative assistant position.


	Summary of skills

	
	Skill
· Example of skill used
· Example of skill used
· Example of skill used

	
	Skill
· Example of skill used
· Example of skill used
· Example of skill used

	
	Skill
· Example of skill used


	WORK HISTORY

	
	Job
	Dates worked

	
	Business Name, City, ST

Job position or what you did

	
	Job
	Dates worked

	
	Business Name, City, ST

Job position or what you did



	Education

	
	Hereford High School, Hereford, TX (Current GPA is 3.7/4.0) (----- only list if it is impressive
Graduation expected June 1995

	
	Related course work
· Classes that would be helpful in the kind of job you are seeking.

	
	Awards
· Award you won that would impress the interviewer 

· Award you won that would impress the interviewer

	
	Memberships
· Club or team that you were a part of
· Club or team that you were a part of
· Club or team that you were a part of



