[bookmark: _6h4caaaphcai]First Name Last Name 
[bookmark: _casjii16bojm]City, State  |  (206) 555-5555  | Your-Email@email.com
[bookmark: _u8zad5yd7h8e]SUMMARY
Add a resume summary that highlights what it is you do, the types of companies you’ve worked with, and why you’re great at your job. Typically summaries should be very short and to the point, but you can go a little long in the functional resume format. Consider including experience levels, specializations, or areas of interest. Ensure that your summary perfectly aligns with what is asked for in the job description.
[bookmark: _e3bny3jgzr74]SKILLS
Skill 1	Skill 2	Skill 3

Skill 4	Add up to 6 lines of skills	Press tab to enter next skill in line

[bookmark: _x8uuxcftybo9]EXPERIENCE
[bookmark: _4m3dh1kvig64]Administration
Research, compose, and package proposals for funding agencies.
Coordinate and manage meetings and conference calls.
More administration related responsibilities.
[bookmark: _gg92euq5l5pm]Training
Developed training PPTs including visuals and writing.
Delivered workshops to groups of students.
[bookmark: _q1i1jgtpncoh]Customer Service
Answered the main office phone and routed calls.
Provided customers with 1-on-1 technical support.
Onboarded customers into the program.
Tracked customer journey in CRM.
[bookmark: _v922bgicpllo]WORK HISTORY
Company 3: Location, Job Title, MM/YYYY - Present
Company 2: Location, Job Title, MM/YYYY - MM/YYYY
Company 1: Location, Job Title, MM/YYYY - MM/YYYY
[bookmark: _3dej8v1zk2v1]EDUCATION & TRAINING
[bookmark: _j7r4c9792k8e]College Name; City, State
Degree or Certificate name: Can add specific related classes/topics.
[bookmark: _12s46ywt49tm]Hunter College; Sacramento, CA
Bachelors of Arts, Business: Classes in marketing, sales techniques, psychology across the lifespan.
