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Fancy text & graphics 

 

 
No more than four bullets per employer 

 
▪ Do not use stars, nothing too big either 
▪ If need more than four bullets, opt for 

combining sentences; A small 
paragraph like this one is okay. 
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scant 
 

 
Scholarships, internships, awards, honors, 

club membership, special projects, volunteer 
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Complete addresses (no street #s, zip codes) 

Names of supervisors 
 

 
Quantify: numbers impress so use whenever 
possible (how many team-members worked 

with, phone calls answered, scholarship 
amount, etc.) 

 

 
Hobbies / interests unless need to fill space 

and/or connected to objective 
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LURING WITH BAIT: THE RESUME, (AND COVER LETTER), SHOULD GIVE 
JUST ENOUGH INFO TO MAKE A RECRUITER WANT TO GRANT YOU AN 
INTERVIEW- THEN THAT’S WHERE YOU HOOK THE FISH!  
 
 SUGGESTIONS FOR WORDING ‘OBJECTIVE’ & DUTIES IN ‘EXPERIENCE’ 

SECTION 

OBJECTIVE 
• To contribute my professional experience and academic training to assist your 

organization reach its goals. 

• To contribute my professional experience as well as my academic preparation to 

assist a business reach and maintain its optimum goals.   

• To obtain a position in the business industry with responsibilities that will enable 

me to effectively utilize my education, communication, managerial, training and 

leadership skills.  

• To secure a Bookkeeper / Office Manager position where my office experience, my 

training, and my solid commitment to customer service can add to the value of your 

organization.   

• An ambitious and self-confident undergraduate pursuing a challenging 

management or customer service position, where your organization can fully 

benefit from my skills, experience, and training. 

• To seize opportunities for your company’s growth by utilizing my skills, my 

academic training, and my initiative, in a challenging and rewarding position.   

• To secure a teaching position where my skills, training, and personality will create 

a positive learning environment for students. 

• Seeking challenging career opportunity which will allow me to utilize my academic 

background and professional experience, as well as my excellent interpersonal 

skills, to further your organization’s success. 

• To obtain a position within your company, where my experience, academic training, 

and my dedication, can be utilized to enhance your organization. 

• Seeking employment as a reliable and diligent office assistant, with extensive 

experience and solid organizational skills, to work in a dynamic office 

environment. 

• Currently looking to secure a banking position where my initiative, team-work and 

devotion can be utilized to increasing profits for the organization.  

• A position which allows me to apply my technical computer experience to help 

achieve strategic company goals.  
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• An intelligent individual with excellent listening skills with the ability to quickly 

demonstrate knowledge, take initiative and is responsible. 

• To contribute my positive work characteristics of dependability and team work, as 

well as my experience and academic achievement, to assist your organization reach 

its best levels. 

• To obtain a position in an organization where my competence, versatility, and 

personal skills add value to the organization and its services.      

• To obtain a position where my proven technical skills, my solid knowledge of the 

accounting field, and my strong work ethic contribute to the growth of your 

organization. 

• Currently pursuing a challenging position where my educational and professional 

training and demonstrate my potential to broaden your organization. 

• To assist your organization in reaching its goals by making the most of my….  

 

TUTOR / CAREGIVER 

• Delivered individual tutoring plans upon review of students’ academic needs. 

• Researched and recommended learning materials, textbooks, software and 

equipment to facilitate tutoring. 

• Designed and prepared specific handout, study and related course materials. 

• Participated in and successfully completed tutor training sessions. 

• Assist students in toileting 

• Monitored and oversaw the safety of students under my care; Prepared schedule, 

organized and participated in recreational activities. 

• Ensured completion of scheduled tasks; Assisted with academic work 

• Assisted head teacher in preparation and implementation of curriculum; Carried 

out classroom management strategies 

• Addressed academic needs by providing one-on-one and group tutoring 

• Scheduled all medical appointments; Advocated on behalf of client 

• Administered medications, prepared meals, and ensured safety of patient.  

• Assisted patient with daily hygiene needs; Provided emotional well-being via 

recreational activities. 

• Exercised behavior management strategies to maintain group order. 

• escorted children throughout their daily routine.  

• Ensured campers’ safety by monitoring activities and enforcing rules. 

 

PROBLEM SOLVING 

• Troubleshooting to settle issues and following through to ensure resolution. 
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• Formulate procedures for systematic retention, protection, retrieval, and 

transfer of client records 

• Adopt an organized approach to problem solving including implementing 

solutions and analyzing results  

• Exceptional capacity to multitask; while maintaining critical thinking skills 

essential to providing competent and dignified care.  

• Designed and wired fluorescent and LED lighting schematic for interior and 

exterior of truck cargo bodies reducing erroneous orders and produced 

greater street visibility. 

• Spearheaded the re-mapping of delivery routes resulting in a 10% decrease in 

annual fuel consumption and maintenance. 

• Influenced business owners to place merchandise into more profitable window 

locations. 

 

CUSTOMER SERVICE 

• Interface with clients by providing extraordinary customer service 

• Review and analyze highly confidential and sensitive elements that require the 

exercise of considerable tact and diplomacy.  

• Eased frustration by providing support and encouragement  

• Handled customer complaints with patience & sensitivity 

• Worked with customers to ascertain and meet their requests. 

• Calm and tactful under pressure 

 

SALES/RETAIL/FINANCIAL 

• Built a quota of sales through interpersonal and oral skills 

• Manage cashiering activities in areas of purchasing, returns, and exchanges, and 

enforced store policies; Process credit card payments for customers.  

• Handled all credit and cash transactions, as well as returns; Maintain and balance 

cash drawer.  

• Meeting and exceeding sales and referral goals; Employed up-sell, cross-sell, 

switch-sell techniques. 

• Employed consultative sales skills to ensure customer satisfaction. 

•  Answered customer queries regarding purchase options 

•  Interacted with vendors to ensure timely payments, and negotiated sales thus 

increasing company profits by 15%. 

• Maintained attractive and safe shopping floor; Assisted with creation of holiday 

displays and promotions to ensure maximum revenue 

• Demonstrated effective persuasive skills in retail 
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• In-store resource personnel 

• Review production statistics and coordinate business meetings 

• Executed budget forecasts and cash flow analyses  

• Assisted customers using a combination of product knowledge and a strong sales 

background. 

• Answer/and refer financial questions  

• Prepared financial statements for audit 

• originators of growth strategies based on balanced development and focus on the 

core business. 

 

OFFICE   

• Handled office main phone lines: Routed calls, took messages, answered common 

questions. 

• Ordered office supplies, oversaw shipments and deliveries; Facilitated the 

preparation of delivery documents 

• Train and orient new representatives/staff/personnel/new and existing staff  

• Handled both dial-in and dial-out phone contacts with tact and professionalism  

• Opened, sorted, routed incoming mail, answered correspondence, and prepared 

outgoing mail 

•    Operated office machinery, such as photocopiers and scanners, fax machines, and 

voicemail systems 

•    Received, organized and sent documentation and correspondence to clients. 

 

MISCELLANEOUS 

• record of measurable achievement  

• flexible to shifting priorities 

• Conversant in Spanish and understands Portuguese 

• Made recommendations for dismissal 

• Exceptionally organized and expedient in planning and scheduling 

• Dedicated employee exhibiting long term commitment to work 

• Ability to manage time effectively while working at a productive rate. 

• Utilize leadership, interpersonal and communication skills to attain and exceed the 

company’s goal 

• Interdepartmental coordination 

• Congenial and enthusiastic contributor and supporter of team goals 

• Ensure adherence to all requirements and regulations 

• Goal-driven management style 



OFFICE OF CAREER SERVICES - RESUME WRITING BASICS 
 

6 
  

• Professional Profile- One year of related work experience in combination with 

strong academic training and credentials in:  

• influenced customers using statistical data. 

• driving teamwork for results  

• Implemented corrections to procedures, drafted wikis, set expectations 

• Demonstrated an ability to work both independently and within the group to achieve 

project goals. 
 

TECHNICAL/COMPUTER 

• Types 45 WPM and excellent 10 key calculator skills 

• Proficient in MS Office Suite: PowerPoint/Word/Excel/Outlook/Access/Publisher  

• Presentation software such as Microsoft Office PowerPoint 

• Data entry utilizing a custom software program 

• Basic computer hardware assembly and component/device replacement 

• Install and perform minor repairs to hardware, software, or peripheral equipment. 

• Learn new software applications quickly  

• Generate outgoing purchase orders for specific products; Process incoming 

purchase orders received via email, fax, and phone. 

• Prepare spreadsheets, letters and other documents for potential and existing 

buyers. 

• File and retrieve organizational documents, records, and reports. 

• Internet search engines: Windows Explorer, Mozilla Firefox, etc. 

• Good PC hardware, software and Windows Operating system troubleshooting skills  

• Cleared back-log in manual/electronic records 

• Enter commands and observe system functioning to verify correct operations and 

detect errors. 

• Set up equipment for employee use, performing or ensuring proper installation of 

cables, operating systems, or appropriate software. 

•  (Effectively) understand features and benefits of… 

• Complied with accuracy standards while maintaining high production rates 

• Partially automated the process of auditing monthly sales projections, which 

saved time and created consistency in the reporting.    

• Maintaining proper documentation to promote organization within the workspace.    

• Microsoft Word, Excel; Internet browsing software   

• Actively managed helpdesk /call center technical support, exchanging knowledge 

of troubleshooting     

       techniques and boosting morale of team members. 
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• Diagnosed and repaired problems independently or cooperatively with database 

engineers to resolve         

       pending matters. 

• Provided end users technical expertise on offered products.  Offered adaptive 

solutions to any network setup.   

• Provided phone support diagnosis of connectivity issues. 

• Fostered reliable backup strategies 
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K EN Z I L  J AMES  
144  F a r me r s  B l v d .  �  J a ma i c a ,  N Y  11434  

917 -900 -9000  
k en z i . j a mes @yo r kma i l . c u n y . e du  

 
 

OBJECTIVE 
 

To secure a position where my academic training, my skills and my professional 
experience, can be used to assist your organization reach and maintain its highest 
goals.  
 

EDUCATION & CERTIFICATION 
 

The City University of New York, CUNY, York College   
 Jamaica, NY 
Master of Science in Occupational Therapy, May 2014 
ACSM Certified Personal Trainer 
 AFAA Certified Group Exercise Leader 
   

COMPLETED COURSEWORK 
 
Essentials of Nutrition    Health and Fitness Program Management 
Clinical Personal Training Orientation  Exercise Physiology 
Human Anatomy & Physiology  Health Promotion and Education 
Basic First Aid & CPR    Screenings and Fitness Evaluation 
Applied Anatomy Kinesiology   Clinical Health Prescription and Fitness 
Health and Fitness Clinical Work  Health Prescriptions 
 
 

SKILLS 
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Fluent in French & Creole, knowledge of Spanish  
Computer: Microsoft Office: Word, Excel, Access and PowerPoint 
 

EXPERIENCE 
 

Gourmet Boutique         Jamaica, NY                                                                                                                 
Kitchen Maintenance Worker       5/07-
present 
Train new staff members regarding cleaning and maintenance of work area and 
machinery. 
Ensure proper working environment by correct treatment of work utensils.  
Hands-on contributor to a team of approximately 20 employees. 
 
TC Shipping          Jamaica, NY 
Customer Service Representative       
 07/05-08/06 
Answered inbound calls and took messages for management staff. 
Provided accurate shipping information to customers seeking overseas deliveries. 
Processed international shipments.   
 

Professional and personal references available upon request. 
 

B A T S H E V A  G A R C I A  
94 25 Pothole Street 

Ozone Park, NY 11416 
718. 456.5052  

Bats.garcia@yorkmail .cuny.edu 
 

 
OBJECTIVE 
 
To employ my knowledge of art techniques, as well as my patience with children, and my 
passion for art, for the benefit of the students at your learning center.  
 
SKILLS 

 
Art Techniques: Drawing in different mediums, Still Life, Expressive Painting;  
Use of watercolor, oils, acrylic; Colored pencils; Charcoal sketches; Sculptures; Illustrations  
 
Computer: Microsoft Office: Word, PowerPoint; Adobe Photoshop 
 
EDUCATION 
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 York College- CUNY (City University of New York), Jamaica, NY 
Bachelor of Arts in Art Studio , May 2011 
Major: Art Studio 
Minor: English 

▪ GPA: 3.5 
▪ Dean’s List, 2007 - 2011 

 
RELATED COURSEWORK & EXHIBITION 
 

▪ Drawing 1, Self Portrait, selected work, York College Student Gallery 
▪ Graphic Design 1, Stop Global Warming (Activist Poster), selected work, York 

College Student Gallery 
▪ Painting 1, Master Copy, featured work, York College Student Gallery  
▪ Spring 2011, Painting 2, Self Portrait 3, selected item, York College Student 

Gallery  
▪ Spring 2011, Painting 2, Self Portrait 4, selected work, York College Student 

Gallery  
 

VOLUNTEER 
 

Eight Annual York College Science and Math Exposition, 2nd Annual Research Day 
▪ Impressionism exhibit: Three landscapes, 16 x 20 oil on canvas. 

 
REFERENCES 
 
References available upon request. 
 
 

 
 
 
 
 
 

ENRICO JEAN-PIERRE 
143 Eas t  14 t h  P lace ,  Jamaica ,  NY 11451  

  (347)  457-  9007 ▪  e jp ier re@yorkmai l .cuny.edu  
 

SUMMARY OF QUALIFICATIONS 
A position that requires excellent communication skills, analytical, teamwork and technical skills as well as a strong work 
ethic, and strategic planning.  Internship/entry level positions in the area of accounting, finance, management, human 
resources, or sales/marketing are welcome.  
 

EDUCATION 
York College, The City University of New York, Jamaica, NY  
Bachelor of Science in Accounting, May 2012.  
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Cumulative GPA: 3.50/4.00 
Dean’s List, Spring 2011 
 
Port-Au-Prince Community College, Haiti  
Associate of Applied Science in Business Administration 
Cumulative GPA: 3.42/4.00 Graduated June 2007 with honors. 

PROFESSIONAL SKILLS 
Accounting: Journal entries, ledger entries, trial balance, internal control procedures, worksheet and basic financial 
statement analysis, reconciling cashbook, accounts receivable.  
Technology: Microsoft Office Suite (Word, Excel, Access, PowerPoint, Outlook), Internet research and compiling reports, 
trouble-shooting basic hardware and software problems.  
 

PROFESSIONAL EXPERIENCE 
York College SEEK Department, Jamaica, NY                                                                                  09/2008-Presently 
Accounting Tutor: responsible for conducting group and individual study sessions to help ensure the academic success of 
undergraduates enrolled in the SEEK Program.  
 
Office Assistant:  
Check and signed off on inventory to ensure compliance with proper internal control procedures, filed correspondence and 
prepared letters and packages for distribution (mail, fax and email); Responded to student queries and supervised the front 
desk.  
 
HMS HOST Corporation, JFK Airport, NY                                                                                       09/2006-02/2008 
Cashier: Operated cash register (POS) and reconciled daily cash bank, ensured that customers are served in timely manner, 
supervised the store in the absence of Store Manager. Gained experience in cash handling and reconciliation.  
 

AWARDS & RECOGNITION 
• Inducted into Pi Eta Kappa Beta Chapter Honor Society and Fraternity, York College   Spring 2011 
• Thurgood Marshall Altria Scholarship Recipient, $4, 400     2010 - 2011 
• Thurgood Marshall Leadership Conference, Thurgood Marshall College Fund (TMCF), New York, NY    Fall 2010 
• Certificate of Academic Excellence, York College, Jamaica, NY    Summer 2010 
 

AFFILIATIONS & EXTRA-CURRICULAR ACTIVITIES 
• American Institute of Certified Public Accountants (AICPA) Student Affiliate   2010-Presently 
• York College Accounting Society, Treasurer      2010-Presently 
• Baptist Haitian Youth Accountants Society, Secretary     2009-Presently 

 


