
ReZoom Your Resume  
Workforce Boulder County 



INTRODUCTIONS 

• Your name 
• Current job target 
• What do you like to do most in your 

free time?  



Resumes  
• What is the purpose of a resume? 



Resume Types 



CHRONOLOGICAL RESUME OUTLINE 
 
 

NAME 
City, State   

Area Code Phone Number 
Email  

 
Put the career, job objective, or Title here but do not label it as that 

 
WORK EXPERIENCE 

 
JOB TITLE, Company Name, City, State       2014-2017 
 

• Job accomplishment starting with action verbs, including details such as numbers, amounts, 
timelines met and other results. Show how it benefited the employer. 

 
• Job accomplishment …  

 

• Job accomplishment ...  
 
 
 
JOB TITLE, Company Name, City, State       2012-2013 
 

• Job accomplishment starting with action verbs, including details such as numbers, amounts, 
timelines met and other results. Show how it benefited the employer. 

 

• Job accomplishment … 
 

• Job accomplishment … 
 

 
JOB TITLE, Company Name, City, State       2007-2012 
 

• Job accomplishment starting with action verbs, including details such as numbers, amounts, 
timelines met and other results. Show how it benefited the employer. 

 

• Job accomplishment … 
 

• Job accomplishment … 
 
 
EDUCATION/TRAINING 
 
Certificate (or Degree), Name of School, City, State 
 
Certificate (or Degree), Name of School, City, State 
 


CHRONOLOGICAL RESUME OUTLINE


NAME


City, State  


Area Code Phone Number


Email 


Put the career, job objective, or Title here but do not label it as that


WORK EXPERIENCE


JOB TITLE, Company Name, City, State  




2014-2017

· Job accomplishment starting with action verbs, including details such as numbers, amounts, timelines met and other results. Show how it benefited the employer.


· Job accomplishment … 

· Job accomplishment ... 


JOB TITLE, Company Name, City, State  




2012-2013

· Job accomplishment starting with action verbs, including details such as numbers, amounts, timelines met and other results. Show how it benefited the employer.

· Job accomplishment …

· Job accomplishment …


JOB TITLE, Company Name, City, State  




2007-2012

· Job accomplishment starting with action verbs, including details such as numbers, amounts, timelines met and other results. Show how it benefited the employer.

· Job accomplishment …

· Job accomplishment …

EDUCATION/TRAINING


Certificate (or Degree), Name of School, City, State


Certificate (or Degree), Name of School, City, State



FUNCTIONAL RESUME OUTLINE 
 

NAME 
City, State   

Area Code Phone Number 
Email  

 
Put the career, job objective, or Title here but do not label it as that 
 
 
COMPUTER SKILLS: (optional section) 

 
PROFESSIONAL SKILLS 

 
MOST IMPORTANT SKILL SET (from the list you created on page 3) 
 

• Job accomplishment starting with action verbs, including details such as numbers, amounts, 
timelines met and other results.  Show how it benefited the employer. 

 
 

• Job accomplishment … 
 

• Job accomplishment … 
 

 
SECOND MOST IMPORTANT SKILL SET (from the list you created on page 3)    
 

• Job accomplishment starting with action verbs, including details such as numbers, amounts, 
timelines met and other results.  Show how it benefited the employer. 

 
 

• Job accomplishment … 
 

• Job accomplishment … 
 

 
WORK EXPERIENCE 

 
JOB TITLE, Company Name, City, State       2014-2017 
 
JOB TITLE, Company Name, City, State       2011-2014 
 
JOB TITLE, Company Name, City, State       2008-2011 
 

 
EDUCATION/TRAINING 

 
Certificate (or Degree), Name of School, City, State 
 
Certificate (or Degree), Name of School, City, State 
 


FUNCTIONAL RESUME OUTLINE


NAME


City, State  


Area Code Phone Number

Email 


Put the career, job objective, or Title here but do not label it as that

COMPUTER SKILLS: (optional section)



PROFESSIONAL SKILLS


MOST IMPORTANT SKILL SET (from the list you created on page 3)

· Job accomplishment starting with action verbs, including details such as numbers, amounts, timelines met and other results.  Show how it benefited the employer.

· Job accomplishment …

· Job accomplishment …

SECOND MOST IMPORTANT SKILL SET (from the list you created on page 3)




· Job accomplishment starting with action verbs, including details such as numbers, amounts, timelines met and other results.  Show how it benefited the employer.

· Job accomplishment …

· Job accomplishment …

WORK EXPERIENCE


JOB TITLE, Company Name, City, State  




2014-2017

JOB TITLE, Company Name, City, State  




2011-2014

JOB TITLE, Company Name, City, State  




2008-2011

EDUCATION/TRAINING


Certificate (or Degree), Name of School, City, State


Certificate (or Degree), Name of School, City, State



COMBINATION RESUME OUTLINE 
 
 

NAME 
City, State   

Area Code Phone Number 
Email  

 
Put the career, job objective, or Title here but do not label it as that 

 
RELEVANT EXPERIENCE or PERSONAL SUMMARY or SUMMARY OF QUALIFICATIONS 

 

• Job accomplishment starting with action verbs, including details such as numbers, amounts, 
timelines met and other results. Show how it benefited the employer. USE JOB DESCRIPTION 
AS YOUR GUIDE!  

 
• Job accomplishment …  

 

• Job accomplishment ...  
 

RELATED EXPERIENCE 
 
JOB TITLE, Company Name, City, State        
 

• Job accomplishment starting with action verbs, including details such as numbers, amounts, 
timelines met and other results. Show how it benefited the employer. 

 

• Job accomplishment … 
 

• Job accomplishment … 
 

ADDITIONAL EXPERIENCE 
 
JOB TITLE, Company Name, City, State       2014-2017 
 

• Job accomplishment starting with action verbs, including details such as numbers, amounts, 
timelines met and other results. Show how it benefited the employer. 

 

• Job accomplishment … 
 

• Job accomplishment … 
 
 
EDUCATION/TRAINING 
 
Certificate (or Degree), Name of School, City, State 
 
Certificate (or Degree), Name of School, City, State 
 
 


COMBINATION RESUME OUTLINE


NAME


City, State  


Area Code Phone Number


Email 


Put the career, job objective, or Title here but do not label it as that


RELEVANT EXPERIENCE or PERSONAL SUMMARY or SUMMARY OF QUALIFICATIONS

· Job accomplishment starting with action verbs, including details such as numbers, amounts, timelines met and other results. Show how it benefited the employer. USE JOB DESCRIPTION AS YOUR GUIDE! 

· Job accomplishment … 

· Job accomplishment ... 


RELATED EXPERIENCE

JOB TITLE, Company Name, City, State  







· Job accomplishment starting with action verbs, including details such as numbers, amounts, timelines met and other results. Show how it benefited the employer.

· Job accomplishment …

· Job accomplishment …


ADDITIONAL EXPERIENCE

JOB TITLE, Company Name, City, State  




2014-2017

· Job accomplishment starting with action verbs, including details such as numbers, amounts, timelines met and other results. Show how it benefited the employer.

· Job accomplishment …

· Job accomplishment …

EDUCATION/TRAINING


Certificate (or Degree), Name of School, City, State


Certificate (or Degree), Name of School, City, State



 
 
 
 

THERE IS NO ONE RIGHT WAY TO 
DO A RESUME!!! 



Skills   

http://www.onetonline.org/


Focus!  

 
• Job title you want to apply for 

 
• Top 3 skill sets you have for this job 
1. 
2. 
3. 



Keywords 

http://tagcrowd.com/


Keywords Activity 



Resume Puzzle Activity 



Sample Resumes 



JENNIFER CRABTREE 
720-555-1212  jenn.crabtree@gmail.com  Longmont, CO    

 
   
 


JENNIFER CRABTREE


720-555-1212 ( jenn.crabtree@gmail.com ( Longmont, CO 









JENNIFER CRABTREE 
720-555-1212  jenn.crabtree@gmail.com  Longmont, CO   

 
            
Administrative Support Professional 
 
Qualifications 
More than 10 years’ experience in the insurance industry   
 Demonstrated ability to multi-task, organize, prioritize, and accomplish routine duties and 

special projects   
 Capable and practiced at working independently under minimal supervision and in a group 

dynamic   
 Quickly learns new skills and applies them to create maximum results   

 
 


JENNIFER CRABTREE


720-555-1212 ( jenn.crabtree@gmail.com ( Longmont, CO 






Administrative Support Professional


Qualifications


More than 10 years’ experience in the insurance industry  


· Demonstrated ability to multi-task, organize, prioritize, and accomplish routine duties and special projects  


· Capable and practiced at working independently under minimal supervision and in a group dynamic  


· Quickly learns new skills and applies them to create maximum results  




 
Competencies 
 Proficient in MS Word, Excel, PowerPoint, Outlook and industry software 
 Keyboarding 50+ words per minute; data entry 8000 kph 
 Basic accounting; Accounts payable / Accounts receivable  

 
 
 


Competencies


· Proficient in MS Word, Excel, PowerPoint, Outlook and industry software


· Keyboarding 50+ words per minute; data entry 8000 kph


· Basic accounting; Accounts payable / Accounts receivable 




 
Professional Experience 
Serial Insurance Inc., Ft. Lupton, CO          2005-2017 

Administrative Assistant / Receptionist 2006- 2017 
 Provided comprehensive administrative support for 15 insurance representatives with an 

account base of approximately 1200 homeowners. 
 Praised by staff and clients for professionally representing the company as the first point 

of contact; remembered the names of clients after their first visit.  
 Prepared multi-media sales and educational presentations; suggested creative changes 

to management that were included in presentation materials. 
 Redesigned claim tracking system to help reps retrieve information quickly, reducing 

client response time from 10 minutes to 30 seconds. 
 
 

 


Professional Experience


Serial Insurance Inc., Ft. Lupton, CO









2005-2017

Administrative Assistant / Receptionist 2006- 2017

· Provided comprehensive administrative support for 15 insurance representatives with an account base of approximately 1200 homeowners.


· Praised by staff and clients for professionally representing the company as the first point of contact; remembered the names of clients after their first visit. 


· Prepared multi-media sales and educational presentations; suggested creative changes to management that were included in presentation materials.


· Redesigned claim tracking system to help reps retrieve information quickly, reducing client response time from 10 minutes to 30 seconds.




 
Professional Experience 
Serial Insurance Inc., Ft. Lupton, CO          2005-2017 

Administrative Assistant / Receptionist 2006- 2017 
 Provided comprehensive administrative support for 15 insurance representatives with an 

account base of approximately 1200 homeowners. 
 Praised by staff and clients for professionally representing the company as the first point 

of contact; remembered the names of clients after their first visit.  
 Prepared multi-media sales and educational presentations; suggested creative changes 

to management that were included in presentation materials. 
 Redesigned claim tracking system to help reps retrieve information quickly, reducing 

client response time from 10 minutes to 30 seconds. 
Claims Clerk 2005 – 2006 
 Top producing claims clerk after 6 months on the job.  Sought out by peers to assist with 

most complex claims. 
 Processed premium payments and assisted in resolving customer inquiries regarding 

insurance coverage.  
 Systemized travel arrangements including air, hotel, and car rental for staff saving the 

company 10% annually in travel costs. 
 Prepared Fraud Stat Reports to support investigator unit in tracking fraudulent claims. 

 
 

 


Professional Experience


Serial Insurance Inc., Ft. Lupton, CO









2005-2017

Administrative Assistant / Receptionist 2006- 2017

· Provided comprehensive administrative support for 15 insurance representatives with an account base of approximately 1200 homeowners.


· Praised by staff and clients for professionally representing the company as the first point of contact; remembered the names of clients after their first visit. 


· Prepared multi-media sales and educational presentations; suggested creative changes to management that were included in presentation materials.


· Redesigned claim tracking system to help reps retrieve information quickly, reducing client response time from 10 minutes to 30 seconds.


Claims Clerk 2005 – 2006

· Top producing claims clerk after 6 months on the job.  Sought out by peers to assist with most complex claims.


· Processed premium payments and assisted in resolving customer inquiries regarding insurance coverage. 


· Systemized travel arrangements including air, hotel, and car rental for staff saving the company 10% annually in travel costs.


· Prepared Fraud Stat Reports to support investigator unit in tracking fraudulent claims.




 
 

Education 
Administrative Assistant Certificate, Arapahoe Community College, Denver, CO 
General Education Coursework, Front Range Community College, Longmont, CO 
 


Education


Administrative Assistant Certificate, Arapahoe Community College, Denver, CO


General Education Coursework, Front Range Community College, Longmont, CO




Jennifer Crabtree 
720-555-1212  jenn.crabtree@gmail.com   Longmont, CO   

 
            
Administrative Support Professional 
 
Qualifications 
More than 10 years’ experience in the insurance industry   
 Demonstrated ability to multi-task, organize, prioritize, and accomplish routine duties and special 

projects   
 Capable and practiced at working independently under minimal supervision and in a group 

dynamic   
 Quickly learns new skills and applies them to create maximum results   

 
Competencies 
 Proficient in MS Word, Excel, PowerPoint, Outlook and industry software 
 Keyboarding 50+ words per minute; data entry 8000 kph 
 Basic accounting; Accounts payable / Accounts receivable  

 
Professional Experience 
Serial Insurance Inc., Ft. Lupton, CO       2005-2017 

Administrative Assistant / Receptionist 2006- 2017 
 Provided comprehensive administrative support for 15 insurance representatives with an account 

base of approximately 1200 homeowners. 
 Praised by staff and clients for professionally representing the company as the first point of 

contact; remembered the names of clients after their first visit.  
 Prepared multi-media sales and educational presentations; suggested creative changes to 

management that were included in presentation materials. 
 Redesigned claim tracking system to help reps retrieve information quickly, reducing client 

response time from 10 minutes to 30 seconds. 
 
Claims Clerk 2005 – 2006 
 Top producing claims clerk after 6 months on the job.  Sought out by peers to assist with most 

complex claims. 
 Processed premium payments and assisted in resolving customer inquiries regarding insurance 

coverage.  
 Systemized travel arrangements including air, hotel, and car rental for staff saving the company 

10% annually in travel costs. 
 Prepared Fraud Stat Reports to support investigator unit in tracking fraudulent claims. 

 
Education 
Administrative Assistant Certificate, Arapahoe Community College, Denver, CO 
General Education Coursework, Front Range Community College, Longmont, CO 
 


Jennifer Crabtree


720-555-1212 ( jenn.crabtree@gmail.com (  Longmont, CO 






Administrative Support Professional


Qualifications


More than 10 years’ experience in the insurance industry  


· Demonstrated ability to multi-task, organize, prioritize, and accomplish routine duties and special projects  


· Capable and practiced at working independently under minimal supervision and in a group dynamic  


· Quickly learns new skills and applies them to create maximum results  


Competencies


· Proficient in MS Word, Excel, PowerPoint, Outlook and industry software

· Keyboarding 50+ words per minute; data entry 8000 kph


· Basic accounting; Accounts payable / Accounts receivable 

Professional Experience

Serial Insurance Inc., Ft. Lupton, CO






2005-2017

Administrative Assistant / Receptionist 2006- 2017

· Provided comprehensive administrative support for 15 insurance representatives with an account base of approximately 1200 homeowners.


· Praised by staff and clients for professionally representing the company as the first point of contact; remembered the names of clients after their first visit. 

· Prepared multi-media sales and educational presentations; suggested creative changes to management that were included in presentation materials.


· Redesigned claim tracking system to help reps retrieve information quickly, reducing client response time from 10 minutes to 30 seconds.

Claims Clerk 2005 – 2006

· Top producing claims clerk after 6 months on the job.  Sought out by peers to assist with most complex claims.


· Processed premium payments and assisted in resolving customer inquiries regarding insurance coverage. 

· Systemized travel arrangements including air, hotel, and car rental for staff saving the company 10% annually in travel costs.


· Prepared Fraud Stat Reports to support investigator unit in tracking fraudulent claims.


Education


Administrative Assistant Certificate, Arapahoe Community College, Denver, CO


General Education Coursework, Front Range Community College, Longmont, CO



MARIE CLARK 
Greater Denver Metro Area 

860-555-5555  
mclark@gmail.com 

 
 

 


MARIE CLARK
Greater Denver Metro Area
860-555-5555 
mclark@gmail.com 




MARIE CLARK 
Greater Denver Metro Area 

860-555-5555  
mclark@gmail.com 

 
CUSTOMER SERVICE REPRESENTATIVE 

 

Polished, professional customer service representative offering:  
• Eight years of experience providing customer support in busy call center environments 
• An unwavering commitment to customer service, with the ability to build productive 

relationships, resolve complex issues and win customer loyalty  
• Strategic relationship-building skills including listening attentively, solving problems creatively, 

and using tact and diplomacy to find common ground to achieve win-win outcomes 
 

 


MARIE CLARK
Greater Denver Metro Area
860-555-5555 
mclark@gmail.com 


CUSTOMER SERVICE REPRESENTATIVE


Polished, professional customer service representative offering: 


· Eight years of experience providing customer support in busy call center environments


· An unwavering commitment to customer service, with the ability to build productive relationships, resolve complex issues and win customer loyalty 


· Strategic relationship-building skills including listening attentively, solving problems creatively, and using tact and diplomacy to find common ground to achieve win-win outcomes 




 
 

EXPERIENCE 
Customer Service Representative 
ABC Utility Company, Boulder, CO             2010-2017 

• Calmed angry callers, repaired trust, located resources for problem resolution and 
designed best-option solutions. Resolved an average of 550 inquiries in any given week 
and consistently met performance benchmarks in all areas (speed, accuracy, volume) 

• Interfaced daily with internal partners in accounting, field services, new business, 
operations and consumer affairs divisions. 

• Managed a high-volume workload including customer inquiries, complaints, and billing 
questions within a deadline-driven environment.  

• Became the lead "go-to" person for particularly challenging calls as one of the company’s 
primary mentors/trainers of both new and established employees.  

• Helped company attain the highest customer service ratings as determined by external 
auditor. Earned 100% marks in all categories including communication skills, listening 
skills, problem resolution and politeness.  

• Completed voluntary customer service training to learn ways to enhance customer 
satisfaction and improve productivity. 

 
 

 


EXPERIENCE

Customer Service Representative
ABC Utility Company, Boulder, CO






  



2010-2017

· Calmed angry callers, repaired trust, located resources for problem resolution and designed best-option solutions. Resolved an average of 550 inquiries in any given week and consistently met performance benchmarks in all areas (speed, accuracy, volume)


· Interfaced daily with internal partners in accounting, field services, new business, operations and consumer affairs divisions.


· Managed a high-volume workload including customer inquiries, complaints, and billing questions within a deadline-driven environment. 


· Became the lead "go-to" person for particularly challenging calls as one of the company’s primary mentors/trainers of both new and established employees. 


· Helped company attain the highest customer service ratings as determined by external auditor. Earned 100% marks in all categories including communication skills, listening skills, problem resolution and politeness. 


· Completed voluntary customer service training to learn ways to enhance customer satisfaction and improve productivity.




 
 

EXPERIENCE 
Customer Service Representative 
ABC Utility Company, Boulder, CO              2010-2017 

• Calmed angry callers, repaired trust, located resources for problem resolution and designed 
best-option solutions. Resolved an average of 550 inquiries in any given week and consistently 
met performance benchmarks in all areas (speed, accuracy, volume) 

• Interfaced daily with internal partners in accounting, field services, new business, operations 
and consumer affairs divisions. 

• Managed a high-volume workload including customer inquiries, complaints, and billing 
questions within a deadline-driven environment.  

• Became the lead "go-to" person for particularly challenging calls as one of the company’s 
primary mentors/trainers of both new and established employees.  

• Helped company attain the highest customer service ratings as determined by external 
auditor. Earned 100% marks in all categories including communication skills, listening skills, 
problem resolution and politeness.  

• Completed voluntary customer service training to learn ways to enhance customer 
satisfaction and improve productivity. 

 
Customer Service Agent 
DEF Insurance Company, Hartford, CT           2006-2010 

• Used consultative selling techniques to provide leads for telesales personnel that improved 
improving lead-generation and sales-tracking techniques and resulted an 8% sales increase.   

• Provided quotes and executed online policy changes for auto, home and excess liability.  
• Handled incoming calls from policyholders, responded to inquiries, and resolved problems.  
• Recognized as "#1 Customer Service Rep" (out of 20 reps in division) in fall 2007. Ranking was 

based on accuracy, customer service, duration of calls and availability.  
• Co-developed on-the-job training program that reduced training time from eight weeks to 

five.  
 


EXPERIENCE

Customer Service Representative
ABC Utility Company, Boulder, CO






  




2010-2017

· Calmed angry callers, repaired trust, located resources for problem resolution and designed best-option solutions. Resolved an average of 550 inquiries in any given week and consistently met performance benchmarks in all areas (speed, accuracy, volume)


· Interfaced daily with internal partners in accounting, field services, new business, operations and consumer affairs divisions.


· Managed a high-volume workload including customer inquiries, complaints, and billing questions within a deadline-driven environment. 


· Became the lead "go-to" person for particularly challenging calls as one of the company’s primary mentors/trainers of both new and established employees. 


· Helped company attain the highest customer service ratings as determined by external auditor. Earned 100% marks in all categories including communication skills, listening skills, problem resolution and politeness. 


· Completed voluntary customer service training to learn ways to enhance customer satisfaction and improve productivity.


Customer Service Agent
DEF Insurance Company, Hartford, CT










2006-2010

· Used consultative selling techniques to provide leads for telesales personnel that improved improving lead-generation and sales-tracking techniques and resulted an 8% sales increase.  


· Provided quotes and executed online policy changes for auto, home and excess liability. 


· Handled incoming calls from policyholders, responded to inquiries, and resolved problems. 


· Recognized as "#1 Customer Service Rep" (out of 20 reps in division) in fall 2007. Ranking was based on accuracy, customer service, duration of calls and availability. 


· Co-developed on-the-job training program that reduced training time from eight weeks to five. 




 

EDUCATION 
Diploma, XYZ High School, Hartford, CT 
 


EDUCATION

Diploma, XYZ High School, Hartford, CT



MARIE CLARK 
Greater Denver Metro Area 

860-555-5555  
mclark@gmail.com 

 
CUSTOMER SERVICE REPRESENTATIVE 

 

Polished, professional customer service representative offering:  
• Eight years of experience providing customer support in busy call center environments 
• An unwavering commitment to customer service, with the ability to build productive relationships, 

resolve complex issues and win customer loyalty  
• Strategic relationship-building skills including listening attentively, solving problems creatively, and 

using tact and diplomacy to find common ground to achieve win-win outcomes  
 

EXPERIENCE 
Customer Service Representative 
ABC Utility Company, Boulder, CO          2010-2017 

• Calmed angry callers, repaired trust, located resources for problem resolution and designed best-
option solutions. Resolved an average of 550 inquiries in any given week and consistently met 
performance benchmarks in all areas (speed, accuracy, volume) 

• Interfaced daily with internal partners in accounting, field services, new business, operations and 
consumer affairs divisions. 

• Managed a high-volume workload including customer inquiries, complaints, and billing questions 
within a deadline-driven environment.  

• Became the lead "go-to" person for particularly challenging calls as one of the company’s primary 
mentors/trainers of both new and established employees.  

• Helped company attain the highest customer service ratings as determined by external auditor. 
Earned 100% marks in all categories including communication skills, listening skills, problem 
resolution and politeness.  

• Completed voluntary customer service training to learn ways to enhance customer satisfaction 
and improve productivity. 

 

Customer Service Agent 
DEF Insurance Company, Hartford, CT       2006-2010 

• Used consultative selling techniques to provide leads for telesales personnel that improved 
improving lead-generation and sales-tracking techniques and resulted an 8% sales increase.   

• Provided quotes and executed online policy changes for auto, home and excess liability.  
• Handled incoming calls from policyholders, responded to inquiries, and resolved problems.  
• Recognized as "#1 Customer Service Rep" (out of 20 reps in division) in fall 2007. Ranking was 

based on accuracy, customer service, duration of calls and availability.  
• Co-developed on-the-job training program that reduced training time from eight weeks to five.  

 
EDUCATION 
Diploma, XYZ High School, Hartford, CT 


MARIE CLARK
Greater Denver Metro Area
860-555-5555 
mclark@gmail.com 


CUSTOMER SERVICE REPRESENTATIVE


Polished, professional customer service representative offering: 


· Eight years of experience providing customer support in busy call center environments


· An unwavering commitment to customer service, with the ability to build productive relationships, resolve complex issues and win customer loyalty 


· Strategic relationship-building skills including listening attentively, solving problems creatively, and using tact and diplomacy to find common ground to achieve win-win outcomes 





EXPERIENCE

Customer Service Representative
ABC Utility Company, Boulder, CO






  
2010-2017

· Calmed angry callers, repaired trust, located resources for problem resolution and designed best-option solutions. Resolved an average of 550 inquiries in any given week and consistently met performance benchmarks in all areas (speed, accuracy, volume)


· Interfaced daily with internal partners in accounting, field services, new business, operations and consumer affairs divisions.


· Managed a high-volume workload including customer inquiries, complaints, and billing questions within a deadline-driven environment. 


· Became the lead "go-to" person for particularly challenging calls as one of the company’s primary mentors/trainers of both new and established employees. 


· Helped company attain the highest customer service ratings as determined by external auditor. Earned 100% marks in all categories including communication skills, listening skills, problem resolution and politeness. 


· Completed voluntary customer service training to learn ways to enhance customer satisfaction and improve productivity.


Customer Service Agent
DEF Insurance Company, Hartford, CT






2006-2010

· Used consultative selling techniques to provide leads for telesales personnel that improved improving lead-generation and sales-tracking techniques and resulted an 8% sales increase.  


· Provided quotes and executed online policy changes for auto, home and excess liability. 


· Handled incoming calls from policyholders, responded to inquiries, and resolved problems. 


· Recognized as "#1 Customer Service Rep" (out of 20 reps in division) in fall 2007. Ranking was based on accuracy, customer service, duration of calls and availability. 


· Co-developed on-the-job training program that reduced training time from eight weeks to five. 


EDUCATION

Diploma, XYZ High School, Hartford, CT



Sam Weston 
Erie, CO 

303 993-1234    
sam.weston@gmail.com 

www.linkedin.com/in/samweston 
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Sam Weston 
Erie, CO 

303 993-1234    
sam.weston@gmail.com 

www.linkedin.com/in/samweston 
 

 

Seeking a senior web developer position utilizing system planning experience, strong problem 
solving skills, and the ability to develop effective software solutions 
 
 


Sam Weston


Erie, CO

303 993-1234   

sam.weston@gmail.com


www.linkedin.com/in/samweston





Seeking a senior web developer position utilizing system planning experience, strong problem solving skills, and the ability to develop effective software solutions



Sam Weston 
Erie, CO 

303 993-1234    
sam.weston@gmail.com 

www.linkedin.com/in/samweston 
 

 

Seeking a senior web developer position utilizing system planning experience, strong problem 
solving skills, and the ability to develop effective software solutions 
 
Selected Accomplishments 
• Successfully led operations of an information system serving 1200 geographically distributed 

users with a budget of $4 million. 
• Managed and coordinated a 25-person software development and support team. 
• Served as subject matter expert for system’s three-tier architecture. 
• Currently working towards Project Management Professional (PMP) certification. 

 


Sam Weston


Erie, CO

303 993-1234   

sam.weston@gmail.com


www.linkedin.com/in/samweston





Seeking a senior web developer position utilizing system planning experience, strong problem solving skills, and the ability to develop effective software solutions

Selected Accomplishments

· Successfully led operations of an information system serving 1200 geographically distributed users with a budget of $4 million.

· Managed and coordinated a 25-person software development and support team.

· Served as subject matter expert for system’s three-tier architecture.


· Currently working towards Project Management Professional (PMP) certification.



Technical Skills 
Languages: C, C++,  ASP.NET (C#), SQL, PHP l, VBScript, JavaScript, XML, HTML 
Operating Systems: Windows, Mac OS X 
Applications: MS Visual Studio, Crystal Reports, IIS, Photoshop, MS Office 

 
 


Technical Skills

Languages: C, C++,  ASP.NET (C#), SQL, PHP l, VBScript, JavaScript, XML, HTML


Operating Systems: Windows, Mac OS X


Applications: MS Visual Studio, Crystal Reports, IIS, Photoshop, MS Office




Technical Skills 
Languages: C, C++,  ASP.NET (C#), SQL, PHP l, VBScript, JavaScript, XML, HTML 
Operating Systems: Windows, Mac OS X 
Applications: MS Visual Studio, Crystal Reports, IIS, Photoshop, MS Office 

 
Professional Skills 
System Planning 

• Estimated project cost of $150K for taking single customer system to scalable customer 
system. 

• Coordinated 15 people in 6 teams to implement the scalable customer system code. 
• Led 3 teams implementing scalable system code for the common code libraries, online file 

repository and Google powered search. 
• Marketed system products and features resulting in first new customer since project inception. 
• Produced monthly process for server patch management and system security compliance and 

reporting. 
 
 


Technical Skills

Languages: C, C++,  ASP.NET (C#), SQL, PHP l, VBScript, JavaScript, XML, HTML


Operating Systems: Windows, Mac OS X


Applications: MS Visual Studio, Crystal Reports, IIS, Photoshop, MS Office


Professional Skills

System Planning


· Estimated project cost of $150K for taking single customer system to scalable customer system.

· Coordinated 15 people in 6 teams to implement the scalable customer system code.

· Led 3 teams implementing scalable system code for the common code libraries, online file repository and Google powered search.

· Marketed system products and features resulting in first new customer since project inception.

· Produced monthly process for server patch management and system security compliance and reporting.




Technical Skills 
Languages: C, C++,  ASP.NET (C#), SQL, PHP l, VBScript, JavaScript, XML, HTML 
Operating Systems: Windows, Mac OS X 
Applications: MS Visual Studio, Crystal Reports, IIS, Photoshop, MS Office 
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Application Development \ Maintenance 
• Oversaw user authentication code overhaul for suite of 30 applications. 
• Notified system stakeholders on a weekly basis to inform them of status and impeding 

downtime associated with the software release. 
• Created a code library for an online file repository functions for use by other systems resulting 

in a standardized and more maintainable interface. 
• Established guidelines and processes for software configuration management and code release. 
• Conceptualized and coded visual validation methods for web forms giving users a client-like 

feel. 
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• Coordinated the development of the nearly 500 page System Security Authorization 

Agreement required by federal law for information system existence. 
• Directed the creation of a server room procedures and disaster recovery document to mitigate 

any future problems with employee continuity in that functional area.  
• Authored daily morning operations checklist resulting in faster problem identification and 

minimal end user impact due to overnight issues. 
• Created and conducted end user training packages for first time users of the scalable customer 

system features. 
• Authored front-end code sections of online file repository technical specification. 
• Generated requirements documents for a dynamic portal content subscriptions and email 

module, and reported products based on extensive data already resident on the system.  
• Reviewed system requirements documents, test plans, and design specifications for 

completeness and accuracy. 
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International Trade - New Business Manager


A management position in the international trade/new business development field, utilizing effective management, communications, and problem-solving skills




PROFESSIONAL SKILLS 
 Management  
• Managed international conferences from 100 to 1400 attendees in 30 trade shows annually. 
• Managed a team for “new process development” and increased the number of new products 

introduced 20% per year. 
• Forecasted to 94% accuracy for a Fortune 500 company with $110 million in sales. 
• Managed a “discontinued product process,” which allowed marketing divisions to delete 144 under-

performing products. 
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• Trained and motivated four marketing divisions in new product development process. 
• Conducted a public relations campaign for an organization, which increased membership in the 

local chapter by 50%. 
• Developed a 60-page training manual for a Fortune 500 company. 
• Trained a food broker network of 95 employees, resulting in reduced product waste by 11%. 
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• Developed procedure to assess problems, which reduced turn-around time for problem solution from 

five to three weeks. 
• Instituted multiple purchases of product labels and saved $1000 per fiscal period. 
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SALES 
• Increased annual sales from $ 500,000 to $ 3,500,000 in three years by developing and 

making presentations to current customers expanding the variety of products supplied. 
• Negotiated agreements with customers for better pricing in return for commitments to 

guaranteed business volume. 
• Directed efforts to manufacturing, industrial plants, construction industry, energy companies 

and municipalities. 
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• Generated new business by compiling leads from customer referrals, business publications 

and newspaper articles, introducing customers to our services and meeting expectations. 
• Evaluated top 100 accounts based on sales, organized into classifications and prioritized 

contacts to increase business with current customers and develop new business. 
• Honest and straightforward approach which earned the respect and trust of customers. 
• Helped develop the annual introduction of new products into the marketplace. 
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CUSTOMER SERVICE 
• Recognized by company for outstanding customer relations and retention. 
• Maintained close relationships with 35 distributors & manufacturers, 15 factory representatives 

and 200 customers by phone, technology and personal visits. 
• Coordinated special purchasing terms to increase profits 15%. 
• Participated in the planning of special promotions based on knowledge of customer’s 

upcoming needs and priorities. 
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                       2006 - 2009

Manager, Outdoor Power Equipment, Boulder, CO




                2004 - 2005



WORK EXPERIENCE 
Sales Manager, Norgren Supply, Loveland, CO                      2015 - 2017 
Outside Sales,Tool & Anchor Supply, Greeley, CO          2012 - 2015 
Director of Internet Sales, Alain Inc., Denver, CO                           2006 - 2009 
Manager, Outdoor Power Equipment, Boulder, CO                     2004 - 2005 
 

EDUCATION 
Bachelor Of Science, Mesa State College, Grand Junction, CO 

Certificates: Microsoft 2010 Word, Excel, Outlook, PowerPoint, Access, 
Workforce Boulder County, Longmont, CO 

  
 

 
 
 


WORK EXPERIENCE


Sales Manager, Norgren Supply, Loveland, CO





                2015 - 2017

Outside Sales,Tool & Anchor Supply, Greeley, CO






   2012 - 2015

Director of Internet Sales, Alain Inc., Denver, CO



                       2006 - 2009

Manager, Outdoor Power Equipment, Boulder, CO




                2004 - 2005

EDUCATION


Bachelor Of Science, Mesa State College, Grand Junction, CO

Certificates: Microsoft 2010 Word, Excel, Outlook, PowerPoint, Access,


Workforce Boulder County, Longmont, CO




 
JASON ALMAY 

Longmont, CO  80501 
720-772-1234 

jason.almay@gmail.com 
 

 
OUTSIDE SALES PROFESSIONAL 

 
 
SALES 

• Increased annual sales from $ 500,000 to $ 3,500,000 in three years by developing and making 
presentations to current customers expanding the variety of products supplied. 

• Negotiated agreements with customers for better pricing in return for commitments to 
guaranteed business volume. 

• Directed efforts to manufacturing, industrial plants, construction industry, energy companies and 
municipalities. 
 

BUSINESS DEVELOPMENT 
• Generated new business by compiling leads from customer referrals, business publications and 

newspaper articles, introducing customers to our services and meeting expectations. 
• Evaluated top 100 accounts based on sales, organized into classifications and prioritized 

contacts to increase business with current customers and develop new business. 
• Honest and straightforward approach which earned the respect and trust of customers. 
• Helped develop the annual introduction of new products into the marketplace. 

 
CUSTOMER SERVICE 

• Recognized by company for outstanding customer relations and retention. 
• Maintained close relationships with 35 distributors & manufacturers, 15 factory representatives 

and 200 customers by phone, technology and personal visits. 
• Coordinated special purchasing terms to increase profits 15%. 
• Participated in the planning of special promotions based on knowledge of customer’s upcoming 

needs and priorities. 
 

WORK EXPERIENCE 
Sales Manager, Norgren Supply, Loveland, CO    2015 - 2017 
Outside Sales, Tool & Anchor Supply, Greeley, CO    2012 - 2015 
Director of Internet Sales, Alain Inc., Denver, CO    2006 - 2009 
Manager, Outdoor Power Equipment, Boulder, CO    2004 - 2005 
 

EDUCATION 
Bachelor Of Science, Mesa State College, Grand Junction, CO 

Certificates: Microsoft 2010 Word, Excel, Outlook, PowerPoint, Access, 
Workforce Boulder County, Longmont, CO 

 


JASON ALMAY

Longmont, CO  80501

720-772-1234


jason.almay@gmail.com




OUTSIDE SALES PROFESSIONAL


SALES


· Increased annual sales from $ 500,000 to $ 3,500,000 in three years by developing and making presentations to current customers expanding the variety of products supplied.


· Negotiated agreements with customers for better pricing in return for commitments to guaranteed business volume.


· Directed efforts to manufacturing, industrial plants, construction industry, energy companies and municipalities.


BUSINESS DEVELOPMENT


· Generated new business by compiling leads from customer referrals, business publications and newspaper articles, introducing customers to our services and meeting expectations.

· Evaluated top 100 accounts based on sales, organized into classifications and prioritized contacts to increase business with current customers and develop new business.


· Honest and straightforward approach which earned the respect and trust of customers.


· Helped develop the annual introduction of new products into the marketplace.


CUSTOMER SERVICE


· Recognized by company for outstanding customer relations and retention.

· Maintained close relationships with 35 distributors & manufacturers, 15 factory representatives and 200 customers by phone, technology and personal visits.

· Coordinated special purchasing terms to increase profits 15%.

· Participated in the planning of special promotions based on knowledge of customer’s upcoming needs and priorities.

WORK EXPERIENCE


Sales Manager, Norgren Supply, Loveland, CO



2015 - 2017

Outside Sales, Tool & Anchor Supply, Greeley, CO



2012 - 2015

Director of Internet Sales, Alain Inc., Denver, CO



2006 - 2009

Manager, Outdoor Power Equipment, Boulder, CO



2004 - 2005

EDUCATION


Bachelor Of Science, Mesa State College, Grand Junction, CO

Certificates: Microsoft 2010 Word, Excel, Outlook, PowerPoint, Access,

Workforce Boulder County, Longmont, CO



Preparing the Master List 



Create Results-Oriented Bullet 
Points=Putting It All Together! 



To create your resume…  
• Complete your Master List. 
• Highlight keywords in the job description. 
• Write a job objective (or summary) for the job. 
• Choose a resume format that best shows your 

strengths for the job. 
• Tailor your bullet points specifically to address 

the skills and abilities in the job description. 







For follow up 
• If you would like feedback on your newly created 

resume, email it to me. We can then discuss 
changes by phone further if need be.         
cbenton@bouldercounty.org 
303-413-7090 
 

• If you need further assistance creating your 
resume, come to a Walk-In Resume Critique 
session.   
 
 
 



 
 
 

https://www.youtube.com/watch?v=o1KHryafzLc&feature=youtu.be


Resume Humor 
• "I'm a rabid typist." 
• "Instrumental in ruining entire operation for a 

Midwest chain operation." 
• "Here are my qualifications for you to overlook." 
• "I intentionally omitted my salary history. I've 

made money and lost money. I've been rich and 
I've been poor. I prefer being rich." 



Resume Humor 



Evaluations 
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