Jane Doe
123 Main Street, Baltimore, MD 12345 
Mobile: 555-555-5555
Evening Phone: 555-555-5555
Day Phone: 555-555-5555
Email: jane.doe@email.com

	
Country of Citizenship:
	
United States

	
Veterans' Preference:
	
5-point preference based on active duty in the U.S. Armed Forces (TP)

	
Registered for Selective Service:
	
I am a female, and therefore I am exempt from registering with the Selective Service

	
Highest Grade:
	
7 

	
ICTAP Eligible:
	
Yes

	
Availability:
	
Job Type: Permanent
Work Schedule: Full-Time

	
Desired locations:
	
US - MD - Baltimore
US - MD - Baltimore County
US - MD - Baltimore Metro Area
US - MD - Randallstown
US - MD - Reisterstown
US - MD - Woodlawn
US - MD - Woodstock

	
Work Experience:
	Army National Guard
5555 RUE SAINT LO DR
Reisterstown , MD    US

11/1992 - Present
Salary: 4,187.00  USD Per Month
Hours per week: 35

Medical Technician
Supervisor: RONALD JONES (555-555-5555)
Okay to contact this Supervisor: Yes

Assisted seven MDs, as well as PA and RN team, in ensuring optimal patient care and smooth daily functioning of a military hospital. Conduct special administrative studies and projects related to the mission of the organization. Suggested procedures that decreased average processing time from 10 minutes to five minutes. Responsible for $1,000,000 in medical equipment. Primary responsibilities included providing emergency medical treatment, limited primary care and health protection and evacuation from a point of injury or illness. Additional duties include:

• Administering emergency medical treatment to battlefield casualties
• Interviewing 250 patients and recording their medical histories
• Taking patients' temperature, pulse and blood pressure
• Keeping health records and clinical files up-to-date
• Giving immunizations and medicines to soldiers
• Initializing stabilizing treatment and triage 
• Plan and conduct evacuation from the field of battle and en route life support
• Preventive medicine
• Field sanitation
• Clinical medicine
• Supportive care in the event of delayed transport
• Plan and provide instructions for unit readiness. 
• Prepares and maintains accountability list for soldier medical records.





	
	Army National Guard
219 29th Division St.
Baltimore, MD    US

05/2011 - Present
Salary: 42,209.00  USD Per Year
Hours per week: 40
Series: 0203 Pay Plan: GS Grade: 7
This a time-limited appointment or temporary promotion

Human Resource Assistant (This is a federal job)

Supervisor: Gregg Smith (555-555-5555)
Okay to contact this Supervisor: Yes

Responsible for managing $6,000,000 for 250 active, accurate and complete soldier loan repayment accounts, answered soldier and civilian inquiries about federal loans, procedures, policies and available services. Handled soldier complaints, and acted as a liaison between soldiers and loan companies, and facilitates communication between soldiers and civilian, federal staff and administrative staff. Provided soldier referrals, distributed paperwork, and made calls to soldiers to remind them of necessary documents due for upcoming payments. 

• Received the soldier and documented the course of action taken on current and past account.
• Used sound judgment when the applicant has an emergency complaint and when calling the allocating officials
• Registered the soldier in an expedient, accurate manner
• Verified all information and existing documents with soldier or proctor
• Explained the outcome to the soldier and, when requested, providing the soldier with a statement
• Located necessary documentation to support payment for the soldier
• Provided positive customer service to soldiers and civilians
• Assisted with training new employees.



	
	Maryland Army National Guard 
750 Chisholm RD
Fort Meade, MD    US

12/2006 - 09/2009
Salary: 4,187.00  USD Per Month
Hours per week: 40

Human Resource Assistant
Supervisor: James Johnson (555-555-5555)
Okay to contact this Supervisor: Contact me first

Through self directed work, scheduled customers and process registrations for 10,000 applicants entering the Baltimore Military Entrance Processing Station through various points of entry in the military, securing all necessary information for internal operations, while introducing applicants to the environment. 

• Secured necessary signatures
• Prepared documents and contracts
• Collected required information through interviews
• Assisted applicants in various phases of enlistment
• Worked closely with other administrative professionals and outside organizations
• Assisted with setting up briefings and meetings
• Conducted finger printing analysis
• Mastered data entry and retrieval methods



	
Education:
	
Columbia Southern University Orange Beach, AL  US
Master's Degree 09/2012
GPA: 3.1 of a maximum 4.0
Credits Earned: 21 Semester hours
Major: Business Administration Minor: Human Resources
Relevant Coursework, Licenses and Certifications:
Secret Clearance
International Business (3 Credit hours)

Human Resource management (3 Credit hours)

Labor Relations and Collective Bargaining (3 Credit hours)

Business Ethics (3 Credit hours)

Compensation Management (3 Credit hours)

Strategic Management and Business Policy (3 Credit hours)

Management Information Systems (3 Credit hours)

	
	
Columbia Southern University Orange Beach , AL  US
Bachelor's Degree 03/2010
GPA: 3.3 of a maximum 4.0
Credits Earned: 121 Semester hours
Major: Business Administration Minor: Marketing

Relevant Coursework, Licenses and Certifications:
Training And Development (3 Credit hours)

Financial Management (3 Credit hours)

Business Policy and Strategy (3 Credit hours)

Project Planning (3 Credit hours)

Principles Of Accounting I (3 Credit hours)

Information Systems Management (3 Credit hours)

Human Resource Management (3 Credit hours)

Business Ethics (3 Credit hours)

Leadership (3 Credit hours)


	
Job Related Training:
	
Fiscal Law I and II
Incentive Management I and II
Time card Approver Training Program 
Developing and Enforcing Policies 
Office Administration
Problem Solving 
Health Administration 
Payroll and Time keeping
Meeting Planning 
Finance and Budgeting Skills 
Sexual Harassment Training 
Writing and Oral Communication Courses 
Professional writing skills

	
Language Skills:
	Language

Spoken

Written

Read

English

Advanced

Advanced

Advanced



	
Affiliations:
	Sisters Network - Supporter




	
References:
	Name

Employer

Title

Phone

Email

Ronald Wilson (*)

Army National Guard

NCOIC Medical Readiness

555-555-5555
ron.wilson@email.com
Brad Bono (*)

Army National Guard

Chief Dental Officer

555-555-5555
brad.bono@email.com
James Jenkins (*)

Baltimore Military Entrance Processing Station

Human Resource Manager

555-555-5555
james.jenkins@email.com 
William Watson (*)
BMX Property

Owner

555-555-5555
william.watson@email.com 
Patricia Pensky 

(Retired) Social Security Administration (2012)

Legal Administrative Specialist 

555-555-5555     l
patricia.pensky@emai.com
(*) Indicates professional reference


	
Additional Information:
	
Quality Organizational Skills 
Office Procedures 
Accounts Payable/Budgeting
Microsoft Word 2000 
Data/Charge Entry 
Typing 55+ wpm 
Computer Scheduling 
Filing/Faxing 
Records Maintenance 
Payroll 
Collections 
Multi-lines Telephone
Program Management Coordination 
Record Keeping 
Customer Service 
PowerPoint, Excel, Word, Word Perfect, MS Project, MS Outlook, Internet Protocol, Hewlett Scan Jet ADF, Multi-line Telephone, Fax, Dictaphone, Calculator, Copier Machine
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