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Functional Resume Template

YOUR NAME

Your Street Address, City, State, Zip

(619) xxx-xxxx / Cell (619) xxx-xxxx
yourname@email.com
OBJECTIVE: To obtain a position as Administrative Assistant with (name of company)
SUMMARY OF QUALIFICATIONS

· Number of years experience in the field or line of work. 

· A quality or characteristic of yours that supports your employment goal.

· Key skills, talents or special knowledge related to your job objective.
RECENT OFFICE SKILLS TRAINING

Administrative Assistant Training Program, Certificate of Completion, 2011

Educational Cultural Complex, San Diego Continuing Education

· Created complex documents using MS Word

· Developed analytical and statistical reports and used the internet as a research resource
· Created MS Powerpoint slide presentations

RELEVANT EXPERIENCE & ACCOMPLISHMENTS

ONE RELEVANT SKILL (ADMINISTRATIVE AND ORGANIZATION)
· An accomplishment that illustrates or documents this skill.

· Another accomplishment that illustrates or documents this skill.

· Another accomplishment that illustrates or documents this skill.

ANOTHER RELEVANT SKILL (CUSTOMER SERVICE)
· An accomplishment that illustrates or documents this skill.

· Another accomplishment that illustrates or documents this skill.

· Another accomplishment that illustrates or documents this skill.

ANOTHER RELEVANT SKILL (COMPUTER AND OFFICE EQUIPMENT)
· An accomplishment that illustrates or documents this skill.

· Another accomplishment that illustrates or documents this skill.

· Another accomplishment that illustrates or documents this skill.

EMPLOYMENT HISTORY

Job Title


COMPANY NAME, City, State

2007 - 2009
Job Title


COMPANY NAME, City, State

1995 - 2006

EDUCATION
List university, community college, adult education, high school (one line for each)
Chronological Resume Template

YOUR NAME

Your Street Address, City, State, Zip

(619) xxx-xxxx / Cell (619) xxx-xxxx

yourname@email.com

OBJECTIVE: To obtain a position as Administrative Assistant with (name of company)
SUMMARY OF QUALIFICATIONS

· Number of years experience in the field or line of work. 

· A quality or characteristic of yours that supports your employment goal.

· Key skills, talents or special knowledge related to your job objective.

· Another accomplishment or characteristic describing your work ethic.

RECENT OFFICE SKILLS TRAINING

Administrative Assistant Training Program, Certificate of Completion, 2011

Educational Cultural Complex, San Diego Continuing Education

· Created complex documents using MS Word

· Developed analytical and statistical reports and used the internet as a research resource

· Created MS Powerpoint slide presentations

RELEVANT EXPERIENCE AND SKILLS

Job Title, Company Name, City, State





2006-present

· One-liner from this job that’s relevant to the new job objective.

· One-liner from this job that’s relevant to the new job objective.

· One-liner from this job that’s relevant to the new job objective.

Job Title, Company Name, City, State





2005-2006
· One-liner from this job that’s relevant to the new job objective.

· One-liner from this job that’s relevant to the new job objective.

Job Title, Company Name, City, State





2004-2005
· One-liner from this job that’s relevant to the new job objective.

· One-liner from this job that’s relevant to the new job objective.

Job Title, Company Name, City, State





2005
· One-liner from this job that’s relevant to the new job objective.

· One-liner from this job that’s relevant to the new job objective.

EDUCATION & ADDITIONAL TRAINING

List university, community college, adult education, high school (one line for each)















