General Resume Sample:

This is a Sample general resume. It includes some of the basic information that you might want to include. If you are working on your first resume, this resume will give you some ideas of what to include. As you gain more experience, you will add and delete information. Your resume will always be a work in progress.  It is something that will continually grow during your college and work career.

Richard Anderson
1234, West 67 Street,
Carlisle, MA 01741,
(123)-456 7890.

Objective: Responsible clerk looking for challenging position in clerical area to utilize extensive clerical skills. 

Skills 

· Windows95/98/2000/NT/XP 

· Excel 

· File Management 

· PowerPoint 

· 85WPM 

· Publisher 

· 10-key 

Overall Experience 

Helena Charter Company, Helena, Alabama 2006 to Present
Clerk 

Daily activities includes: 

· Typing, filing and database management. 

· Answering telephone and directed customer inquires. 

Helena Wharf Company, Helena, Alabama 2004 to 2006
Clerical AssistantM 

· Responsible for filing, records management, typing, organizing supplies, taking inventory and restocking. 

· Handled coping for records management and data entry. 

· Answered multi-line telephone. 

Education 

Tok Community College, AK
Courses in computer science, office administration and business math.
Working toward an A.A. in Office Administration. 

Awards 

Employee of the Month; Helena Wharf Company - July, 2004 

