Client Name
000 1st Avenue – Anywhere, US 00000
555-555-5555
emailme@anonymous.com

 Career Objective

Productive team player with solid background in the Mortgage/Real Estate industry eager to contribute expertise toward actively supporting a progressive organization in optimizing operational performance

Profile
· Offer several years of progressive experience in mortgage lending, with comprehensive skills in generating applications, pre-qualifying borrowers and managing full scope of loan processing

· Dynamic managerial skills in facilitating office/administrative operations

· Experienced in hiring, training and supervising team members

· Committed to delivering superior customer service; effectively build solid client relations, promptly respond to needs and inquiries, and diplomatically respond to and resolve escalated issues to ensure high levels of satisfaction

· PC Literate, with experience in, among others, Genesis, Calyx, Word, Excel

· Bilingual – English and Spanish

· Notary Public, State of Florida
 Professional Experience

Company Name – City/State






2005-Current
Senior Mortgage Loan Processor/ Office Manager
· Effectively secure, pre-qualify and process mortgage loan applications to drive business growth

· Demonstrate strong leadership skills in hiring, training and supervising Loan Officers and Brokers, with a strong focus on the delivery of superior customer service while ensuring critical compliance with regulatory standards

· Proficiently steer general office activities to maximize productivity, efficiency, quality, and cost-effectiveness of operations

Company Name – City/State





    
2001-2005
Mortgage Loan Processor/Broker Assistant
· Efficiently pre-qualified borrowers and processed mortgage loans while providing quality Broker support
 Education

Miami Dade College – Miami, FL

B.A., Mass Communication, in progress
Joe Resume

(914) 555-1212       123 Private St.       email@email.com

CAREER OBJECTIVE

Exploring opportunities to apply extensive experience in plant/facility operations, maintenance, automation, energy management, electricity and HVAC systems in a challenging career environment where strong communication, project management, troubleshooting, and performance optimization skills can be effectively utilized.

PROFESSIONAL EXPERIENCE

State of California - Porterville, CA





             1989-Present

Acting Chief Engineer/Stationary Engineer
· Oversee plant operations and maintenance for a large facility housing the mentally disabled, with accountability for the cost-effective and timely maintenance and repair of Steam and Chiller Plants, HVAC Systems, Pneumatic Electronic and Direct Digital Controls, and Energy Management Systems.

· Apply strong research, analysis, planning and coordination skills towards facilitating equipment parts/tools bid processing and procurement activities.

· Demonstrate technical expertise in pumps, fans, filtration, refrigeration, industrial kitchen equipment, and steam heating.

· Recognized with a Superior Accomplishment Award and Certificate of Recognition from the California State Senate for contributions in designing a direct digital monitoring system that significantly enhanced efficiency and cost effectiveness.

Sierra Power Corporation -Terra Bella, CA 




                  1985-1989 
Plant Operator
· Managed a 4000 Hp 9.3 megawatt steam cogeneration plant, with full accountability for instrumentation, electrical and water treatment operations.

· Ensured optimal levels of operation through strategic planning, technical proficiency, ongoing system operations assessment, and timely response to existing, emerging, and potential problems.

EDUCATION/PROFESSIONAL DEVELOPMENT

Systems Maintenance Administrator Designation, Building Owners and Managers Institute
System Maintenance Technician Designation, Building Owners and Managers Institute
Industrial Refrigeration Certification, Refrigerating Engineers and Technicians Association

Steam Engineer License w/Turbine Endorsement, City of Los Angeles, CA
PROFESSIONAL AFFILIATIONS

Refrigerating Engineers & Technicians Association, membership pending

American Society of Heating Refrigeration and Air-conditioning Engineers, former member
Client Name                                           One Main Street – City, State Zip Code

000-000-0000                                                                                       email@email.com

 Career Objective


Results-driven Restaurant Manager eager to contribute talents toward actively supporting a dynamic business in optimizing revenue performance as a key team member

 Profile 


Offer solid managerial experience in the restaurant/food service industry, and have learned the business from the ground up, starting as a Server.  Expertise in:

· Driving all facets of business operations including financial, administrative, human resources, sales and customer service, purchasing, inventory control, and quality assurance

· Knowledgeable in industry health and safety regulatory standards compliance

· Excel in hiring, training and directing top-performing management and support teams committed to superior customer service

· Effectively implement policies, procedures and operational systems to maximize productivity, efficiency, quality, and profitability

· Strategically coordinate workflow and schedule staff to meet demand while containing labor costs

· Proactively monitor and procure food, beverage and supply inventory to achieve optimal stock levels while minimizing overhead expenses

· Resourcefully developed and facilitated a Barista training program, including drafting and producing the training manual

· Co-authored innovative frozen beverage menu instrumental to driving profit growth

· Successfully launched XXX Company in the Birmingham, AL market


 Professional Experience 


Company Name – City, State




                                           2003-Present

Manager; 2007-Current 
Server/Bartender; 2003-2007

· Promoted to steer operations of a high-end establishment offering a 45-page beverage menu

· Facilitate special wine tasting events to expand revenue sources and build market presence; have acquired extensive knowledge of beer, wine and liquor

· Proactively interface with sales representatives in determining optimal liquor product selection

· Ensure delivery of superior customer service by building client-focused teams and effectively responding to and resolving escalated issues

· In capacity of Front-of-House Representative, actively participate in kitchen menu development meetings

Securely and accurately manage cash 

Company Name – City, State







        1998-2003

Manager

· In addition to managing store, held positions as Product Education Specialist and Shift Supervisor for this high-profile company

· Spearheaded all phases of operation, from staffing, training/development, scheduling, and team supervision to ordering, inventory control, customer service, quality assurance, and management reporting


 Education 


Name of College – City, ST

Bachelor of Science in Restaurant and Hospitality Management; 1998

Client name          


                                              emailme@email.com
My Street, Anywhere, US 00000                                                                             000.000.0000                       
Retoucher/Pre Media Specialist ~ Print/Digital Experience ~ Prepress/Printing Industry

Profile 


· Offer numerous years of progressive experience in the graphics/media production industry, including 15 years in digital retouch

· Strong qualifications and substantial interest in advanced Adobe CS3 Suites and Acrobat 8 w/preflight and Web capabilities
· Continually maintain current knowledge of existing and emerging industry trends and technologies to ensure optimal performance; extensive technical knowledge base

· Extensive background ranges from designing/building websites and creating/producing varied print media, such as brochures and posters, to managing “high-end” and production retouch, performing detailed magazine cover work,  and  facilitating prepress operations

· Dynamic client  consultation, customer service, and relationship building skills

· Excel at steering full scope of projects, from conceptualization and workflow planning through facilitation and delivery; consistently meet client expectations and critical deadlines

· Effectively define, develop and execute strategies to boost productivity, efficiency and quality while simultaneously containing costs and maximizing bottom-line profits

· Sharp business acumen demonstrated through entrepreneurial/freelance background

Professional Experience 


Graphic Artist, XYZ Corp – City, ST






2007-Present

· Successfully launched and operate business providing a variety of graphic/media services in a Macintosh/PC environment with total pre-press capabilities
Retoucher, XYZ Corp – City, ST 






2005-2007

· Facilitated retouch projects for 5 weekly publications, with covers including detailed cover work for major client
Freelance Prepress and Photo Retoucher – XYZ Corp – City, ST


2003-2005

· Provided quality prepress and catalog/magazine/photo retouch services for broad mix of clients, with projects including color correction, composite, layer, flesh, and beauty work

Retoucher, XYZ Corp – City, ST






1999-2003

· Effectively managed various retouch projects for catalogs, magazines and covers, as well as image tracking and billing

PrePress Operations, XYZ Corp – City, ST





1998-1999


· Actively supported prepress activities for all departments, gaining well-rounded skills
Retoucher/Scanner/Camera Operator, XYZ Corp – City, ST                          

1996-1998 

· Applied knowledge of industry operations toward successfully building company Scanner and Retouch Department

Education 


Bachelor of Fine Arts Degree, ABC University
Technical Proficiencies 


Final Cut Express • Dreamweaver • Flash •  Photoshop CS3 •  InDesign CS3 • Acrobat 8 Professional • Distiller • Illustrator CS3 • Bridge CS3 • Quark •  Suitcase Fusion •  Pitstop • Picture Wrangler • Toast Titanium •  MS Office • Fireworks •  FlightCheck • Quicktime Pro • Pulp Motion • Popcorn 

Name
One Main Avenue – City, State, Zip Code
Phone: (xxx) xxx-xxxx |  E-mail: me@my.com
OBJECTIVE
Proactive and organized IT Professional seeking opportunity where flexibility, strong technical acumen, and exceptional customer service expertise will provide immediate value to the employer.
AREAS OF STRENGTH
· Highly skilled in supporting Windows-based environments, operating and maintaining computing and peripheral equipment, and communicating with software and hardware vendors to ensure business continuity.
· Outstanding talents in troubleshooting and quickly diagnosing technical errors and issues to minimize downtime and optimize productivity.

· Blends integrity, sharp problem solving skills and decision-making abilities to consistently meet and exceed client/customer expectations.
· Well-honed multi-tasking abilities; gracefully balances competing priorities.
· Team-driven and resourceful; thrives on challenges and performs effectively under pressure. 
· Excellent time management abilities; quickly identifies and completes daily priorities according to need, urgency, and special situations.   
· Consistently exhibits self-reliance and strives to achieve perfection in all endeavors.

PROFESSIONAL EXPERIENCE
XYZ Company, 2007 to Present

Software Engineer
· Apply dynamic troubleshooting expertise to support SharePoint technology for Microsoft. 
· Concurrently analyze and resolve user issues related to IIS, SQL, Active Directory, and Windows Server 2003, vital to ensuring seamless business operations. 
XYZ Company, 2005 to 2007 

Customer Service Specialist
· Proficiently troubleshot, diagnosed and rectified Xpient point-of-sale (POS) software for Steak N Shake Restaurants. 
· Demonstrated expertise in maintaining POS hardware, Windows 2000 servers, AS/400, Active Directory, PeopleSoft, and printers.
· Analyzed and ensured Internet and VPN connectivity for corporate end users.

XYZ Company , 2000 to 2005 

Customer Support Representative
· Leveraged outstanding versatility in representing companies such as Gateway Computers, SBC Communications, and Qwest.
· Troubleshot and swiftly resolved software and hardware problems for Gateway’s residential and business customers.
· Exercised strong critical thinking abilities in maintaining  DSL connectivity for SBC and Qwest clients.
[image: image1.png]



EDUCATION

Associate of Education, Computer Science, Anywhere Community College
CLIENT NAME 
Military Lane, APO, AE Zip Code
Phone: (xxx) xxx-xxxx |  E-mail: myemail@email.com

OBJECTIVE

Dedicated and detail-focused Personnel Security Specialist seeking overseas opportunity where an exceptional military background, solid experience, and outstanding leadership talents will provide immediate value to the employer.   
KEY QUALIFICATIONS
· Seasoned experience in personnel protection and security, law enforcement, anti-terrorism, and developing associated policies and procedures.

· Adept at analyzing, orchestrating and leading critical projects to fortify security and minimize risk. 
· Excellent time management abilities; quickly identifies and completes priorities according to need, urgency, and special situations.    
· Dynamic blend of critical thinking, analytical, and team leadership skills.  
· Reputation for professionalism, sound judgment, integrity and well-honed problem solving abilities.
· Superior multi-tasking abilities; effectively balances competing demands.

· Proficiency in force protection, hand-to-hand combat, surveillance, and search and seizure operations. 
· Ensures and performs a thorough and quality job in all endeavors.

· Able to work both independently and collaboratively.

PROFESSIONAL EXPERIENCE

ABC Company, Kabul, Afghanistan






2004  to Present 
PSD Team Member and Security Coordinator, Security Lead, and Flight Security

ABC Company, Kuwait City, Kuwait






2003 to 2004 

Force Protection Officer

ABC Company, Kuwait City, Kuwait






2002 to 2003 

Special Reaction Team Member / Federal Security Officer

ABC Police Department, Anywhere,  US






1997 to 2002 

Police Officer / Special Operations Team Member; 1999-2002
Deputy Sheriff; 1997-1999

EDUCATION & SPECIALIZED TRAINING 

Certified Anti-Terrorism Specialist, 2006 

Certified Force Protection Officer, 2003 

Certified Police Officer, 1997     

USMC Marksmanship Instructor, 1995 

Certified Infantry Machinegunner, 1993     

Certified US. Marine, 1993     
