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	Objective
	To edit this line to fit the specific job you are applying for



	Professional Skills
	· Computer Skills

· Computer Programs

· Certifications

· Awards

· Good driving record


	· Filing/Editing

· Typing (55+ wpm)

· Office Procedures

· Telephone Skills

· SuperWrite (80 wpm)
	· Accounting

· Business Math

· Business English

· Management Skills

· Customer Service Skills



	Education
	Program Name / Certificate Name (if applicable)

	
	School name, City ST, Completion Date: 06/04

G.P.A. 3.9/4.0; Other Special Awards or Achievements



	Employment Skills
	· List your employment skills here

· List your employment skills here

· List your employment skills here

· List your employment skills here

· List your employment skills here

· List your employment skills here

· List your employment skills here

· List your employment skills here

· List your employment skills here



	Employment History

	
	Job Title, Company name, City, State
	Date Range

	
	Job Title, Company name, City, State
	Date Range

	
	Job Title, Company name, City, State


	Date Range


