Your Name
100 ABC Way
Weatherford, Oklahoma 73096
(580) 774-0000
jobia@mail.com

Profile: 

Quick learner; able to grasp new concepts very quickly 

· Extremely hardworking and dedicated to enhancing skills 

· Communicator; able to communicate information to others 

· Creative and enthusiastic; prepared to adapt a variety of talents 

· Team oriented; work well with others 

Education: 
Southwestern Oklahoma State University, Weatherford, Oklahoma

Bachelor of Science, August 2009 – Present (dates of attendance-remove this)

Major: Biology 

Oklahoma City Public Schools, Oklahoma City, Oklahoma 


High School Diploma, May 2009 
Experience:
Waitress, June 2007 – July 2009
Joe’s Restaurant, Oklahoma City, Oklahoma 
· Seated guests according to their smoking preference 
· Answered the telephone, routing calls, taking call-in orders and making reservations
· Utilized efficient and courteous customer service 
· Provided fast and accurate customer service 
· Maintained clean and organized work area 
· Assisted manager in closing up procedures 
Honors &

Activities:
Southwestern Oklahoma State University Dorm Waiver, 2009 – 2010 

National Honor Society, Member 

Principals Honor Roll, August 2006 – May 2009 
Girls Basketball Team, Captain 
Who’s Who Among American High School Students, 2009 

Fellowship of Christian Athletes, Member 
References:
Joe Miller 

Owner 

Joe’s Restaurant 

Oklahoma City, Oklahoma 

(405) 555-5555

Fred White 

Biology Teacher 

Oklahoma City Public Schools 

Oklahoma City, Oklahoma


(405) 555-7777

