FirstName LastName
6 Pine Street, Arlington, VA 12333 
home: 555.555.5555 
cell: 566.486.2222 
email: phjones@vacapp.com 

Education 

Arlington High School, Arlington, Virginia
2002 – 2006 

Experience

Sales Associate, The Retail Store
June 2005 – Present
• Maintain and restock inventory.
• Provide customer service.
• Operate computerized cash register system.
Child Care 
2002 - Present
• Provide child care for several families after school, weekends and during school vacations. 

Achievements 

 

• National Honor Society: 2004, 2005, 2006 

• Academic Honor Roll: 2002 - 2006   

Volunteer Experience 

• Big Brother / Big Sisters
• Arlington Literacy Program
• Run for Life
Interests / Activities 

• Member of Arlington High School Tennis Team
• Girl Scout
• Piano
Computer Skills 

• Proficient with Microsoft Word, Excel, and PowerPoint, and Internet 
RICHARD ANDERSON
1234, West 67 Street, 
Carlisle, MA 01741,
(123)-456 7890.

OBJECTIVE: 
Seeking an entry-level position within the Engineering Department of a manufacturing facility. 

EXPERIENCE: 

Castle Island Engineering Works, South Boston, MA
May – Sept 2001

Summer Placement 

· Performed time studies on each process in a large manufacturing area. 

· Planned the floor layout for a new automated production line. 

· Completed Auto-CAD drawings for the Senior Engineer on line layout and ergonomic space-saving concepts. 

· Identified potential bottlenecks to production, and developed methods to reduce and prevent these impediments to efficiency. 

· Completed change requests on production procedures and drawings. 

Douglas Engineering Co. Ltd., Cambridge, MA
June – Sept 2000

Summer Placement 

· Completed Auto-CAD drawings of proposed layouts for a large production facility in Boston. 

· Reviewed production procedures and engineering specs including machine drawings prior to submittal for review in the change process. 

· Developed and maintained a database for tracking tech files, equipment specs, equipment installation checklists etc. 

EDUCATION: 

Boston University, Boston, MA
2000 - Present
BS in Mechanical Engineering, Graduated with Honours.

Boston College, Boston, MA
1999 –2001
BS in Computer Science

RELEVANT INFORMATION: 
· Proficient in Microsoft Word, Excel, Access, PowerPoint, Auto-CAD and Java. 

· Participated in a two-week course in Machine Design, Christmas 2000. 

· Other interests include Aircraft Model making and design, carpentry and tool making. 

· Hobbies include Football, Hockey, Swimming and Reading. 

RICHARD ANDERSON
1234, West 67 Street, 
Carlisle, MA 01741,
(123)-456 7890.

EDUCATION

J.D. Degree (Or Juris Doctor Degree–never Juris Doctorate) anticipated or expected May, 2006, West Virginia University 
College of Law, Morgantown, WV. 
GPA 2.9/4.3 Class Rank: 45/160. Top one/third. 

B.S. in Civil Engineering, summa cum laude, May 2003, West Virginia University College of Engineering, Morgantown, WV 
GPA 3.98/4.0. Class Rank: Second in class of 500. 

EXPERIENCE

Summer Associate, Dewey Cheatham And Howe, Pittsburgh, PA. May- August 2005 

Rotated between Real Estate and Corporate Departments. Research and drafted memoranda in areas of antitrust and trade regulation, electronic commerce, and land use planning. 

Volunteer Legal Clerk, Hometown Legal Firm, Anywhere USA May-August 2004 

Researched property records at courthouse and prepared memoranda for attorneys; delivered and picked up various legal documents as assigned. Helped with document sorting. 

Student Intern, WVU College of Engineering, Morgantown, WV. June 2002-May 2003 

Performed legal research and analysis to assess the statutory, regulatory and case law ramifications of innovative underground storage tank remedial technology. 

Summer Worker, 1999-2003. 

Various jobs to provide part of educational experiences including: Laborer Convex Eagle Glass, Clarksburg, WV. Counter person, Wendy’s International, Morgantown. 

HONORS AND ACTIVITIES 

WVU College of Law 
Student Member, American Bar Association; Member, Patent Law Student Association; Member, Volunteer Law Clerks, student organization which researches legal questions assigned by WV Circuit Judges; Member, International Law Society; Phi Alpha Delta, International Legal Fraternity. 

West Virginia University 
Member, Mountain Honorary, highest honor society for WVU undergraduate students; Mortar Board National Honor Society; Captain, (two years) Varsity Tennis Team. 

SKILLS AND INTERESTS 

Fluent in spoken and written German, reading knowledge of Spanish and French. Certified in LEXIS and West Law. Excellent ability in WordPerfect, Microsoft Word, GroupWise and Quicken. Captain, tennis team, 4 years undergraduate. 

Roberta Jordan
12345 Hemingway Ln.
Austin, TX 78722
(512) 456-7891 — R.Jordan@email.com



Objective
Reliable and mature high school senior seeking a part-time retail sales position with a youth-oriented clothing environment to gain experience and insight into the fashion industry for a future career in fashion and design.

Work Experience
Country Club
Summer 2003 and 2004
Lifeguard
· Monitored swimming areas for rule violations and drowning victims. 

· Assisted in maintaining pool facilities and recreation areas surrounding pool areas. 

· Supervised entertainment activities sponsored by country club. 

· Worked assigned shifts at check-in and concession stand. 

· Attended training courses and maintained CPR certification. 

· Taught summer swimming classes. 

Hawkins, Robins, Warbler and Finch, Attorneys at Law
Fall 2002 - Fall 2002
· Picked-up and delivered catering and supplies for luncheons and corporate functions. 

· In-house mail delivery and sorting. 

· In-house document delivery. 

· Office supply pick-up for local merchants. 

· Assisted clerk in the law library. 

· Delivered documents to and from the courthouse and other law offices. 

Volunteer Work
Big Brothers/Big Sisters
2003 - 2004
· Assisted with and participated in group activities and field trips. 

· Monitored youth during activities. 

· Tutored ages 8-13 and assisted with homework assignments. 

Texas School for the Blind
2000
Book Reader
· Read literary masterpieces into a tape recorder for use by the community. 

· Assisted with volunteer office duties. 

School Organizations
National Honor Society
2003, 2004

Pep Squad
2002 and 2003
Decorations Committee Chair — 2003

Latin Club
2002 - 2004
Secretary — 2002
Vice President — 2004

Senior Student Council Representative
2004
Secretary — 2004

Education
City High School
2002 - 2005
May 2005 Graduation

George Washington Middle School
1997 - 2000

