YOUR NAME

Your Address ( City, California zip code ( Phone Number  ( Email:
EMPLOYMENT OBJECTIVE

The area of work ("Marketing," "Sales") or the exact Position Title

HIGHLIGHTS OF QUALIFICATIONS

· Medical background and training; trained as a Certified Nursing Assistant
· Productive and responsible; willing to handle any task needed
· Can be trusted to handle complaints diplomatically and efficiently
· Ambitious and motivated worker who learns new systems quickly
Typing (25 WPM)

Heavy Phones

    Multi-line Phones

Customer Service

Filing/Proofreading
    Security

Shipping/Receiving
Current First Aid/CPR
    CNA/HHA

Janitorial Services
Housekeeping

PROFESSIONAL EXPERIENCE

Name of Business  – City, State
Receptionist – for example
· Professionally answered telephone calls, provided information and took messages
· Responsible for making food bags and keeping office areas cleaned and organized
· Greeted persons entering establishment and determined nature and purpose of visit

· Demonstrated excellent communication and customer service skills
Name of Business  – City, State
Activities Worker– for example
· Planned and organized daily activities such as movies, picnic, and other outings for elderly clients
· Provided clients with help walking, exercising, and moving in and out of bed
· Provided companionship, assisted clients with personal hygiene, dress, and other daily activities
Name of Business  – City, State
Certified Nursing Assistant– for example
· Performed health care related tasks such as monitoring vital signs and medication
· Passed out food trays and fed patients who are unable to feed themselves
· Provided patients with help moving in and out of bed, baths, wheelchairs, and with dressing and grooming
· Prepared and maintained records of patient progress and services performed
Name of Business  – City, State
School Security– for example
· Responsible for the security and safety of school staff and students
· Worked front door entry areas and assisted staff and students needing additional help entering facilities
· Monitored outside areas and reported unsafe conditions or observed behavior to appropriate school staff
EDUCATION 

Name of school attended, City and State

Year(s)


Diploma or Certificate 
