First and Last Name
• Address • City, State Zip code • 

• Phone Number •

• Email Address •

Summary

Descriptive paragraph summarizing years of experience and skills related to above job title.  Include those areas which will effectively describe all aspects of job-related qualifications. 

Professional Experience

Current Employer, New York City, NY
2007 – 2010
Executive Administrative Assistant 

· Provide detailed list of duties performed 
Prior Employment, New York City, NY
2001 – 2007
Administrative Assistant (2005 to 2007)

· Provide detailed list of duties performed 

Word Processing Operator (2001 to 2006)
· Provide detailed list of duties performed
Prior Employment, Pittsburgh, PA
1995 – 2001
Administrative Assistant (2005 to 2007)

· Provide detailed list of duties performed 

Computer Skills

(List all that are applicable)

Windows; Microsoft Office (Word, Excel, PowerPoint, Access, Publisher and Outlook); 

Adobe Illustrator; Photoshop; scanning; website development; Internet

Education

(List all education, whether college or other job-related training)
My Hometown College, My City, MD

Bachelor of Science, Business Administration, 2000
Affiliations

(List all memberships in job-related organizations and committee positions held, if any)






