Your Name
Street Address ( City, State or Province, Zip
Phone Number ( email_address@email.com

OBJECTIVE or SUMMARY
A resume Objective or Summary can help describe the value you bring to a prospective employer and entice a hiring manager to read your resume. Get help:

www.squawkfox.com/2008/12/18/anatomy-of-a-killer-resume
SKILLS SUMMARY
· Six years experience as an office assistant supporting two senior managers in Finance and Marketing.
· Exceptional computer knowledge for analyzing reports in Excel and for building PowerPoint presentations.

· Experience with coordinating meetings within various financial departments.

SKILLS AND EXPERIENCE
SKILL GROUP TITLE 

· Action words + Keywords + Skills + Knowledge

· Be specific using numbers and percentages.
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SKILL GROUP TITLE 

· Action words + Keywords + Skills + Knowledge

· Be specific using numbers and percentages.

EDUCATION AND TRAINING
Example Education:

B.Sc., Computer Science (High Honors), University of British Columbia, 2002.
George Brown College, 1996-1998, Liberal Arts.
Continuing Education classes in: Microsoft Office, Accounting 1, Internet Fundamentals.
