Phrases to describe your work experience in your resume
Production skills

· Worked on a production line making___________________________.

· Experienced in food production duties including cutting, packaging, cleaning, and sterilizing equipment.

Organizing and Planning Skills

· Demonstrated good organizational time management skills.

· Designed and set up a filing system.

Custodial, Janitorial, Cleaning or Housekeeping Skills

· Was responsible for cleaning and general maintenance of bathrooms, hallways, and offices.

· Was responsible for cleaning work areas at end of shift.

· Experienced vacuuming, dusting, cleaning, mopping and waxing floors, and making beds.

Farming Skills

· Performed the regular duties of a small-scale farm operation including planting and harvesting crops and caring for livestock.

· Operated farm machinery.

Computer Skills

· Demonstrated basic skills in Word Processing.

· Demonstrated basic keyboarding skills.

· Experienced with e-mail.

· Familiar with the Internet.

Communication Skills

· Experienced talking on the telephone and taking messages.

· Experienced translating languages between English and ___________________. 

· Mediated between conflicted groups or individuals.

Teaching Skills

· Completed teacher training certification in my home country.

· Planned, organized, and supervised recreational activities for children.

· Developed curriculum and daily lesson plans to teach.

· Organized and directed children's music performances.

· Tutored students one-on-one.

Sewing, Beading or Tailoring Skills

· Experienced in tailoring clothing for customers.

· Designed, sewed, or beaded new patterns.

· Mastered traditional sewing or beading techniques.

Machine Operation Skills

· Proven ability to follow a pattern and operate a sewing machine.

· Drove and operated heavy equipment including a forklift and ________________.

· Worked with ______________machines.

· Experienced repairing machines or equipment.

Health Care Skills

· Was responsible for the daily care of elderly patients including bathing, dressing, feeding and cleaning the home.  

· Distributed medicine to patients.

· Assisted a nurse or doctor.

· Took patient's blood pressure, temperature and measured his/her weight.

· Drew patient's blood. 

· Educated patients about proper sanitation and nutrition.  

· Tested patients for diseases.

· Kept patient records. 

Driving Skills

· Possess a valid driver's license and a good driving record.

· Possess a driver's permit and will soon obtain license.

· Possess a special driving certification.

Construction Skills

· Experienced building roads or buildings.

· Experienced pouring cement.

Food Service Skills

· Prepared food in large quantities and followed recipes.

· Experienced washing dishes and cleaning food preparation areas.

Supervisory Skills

· Was responsible for supervising employees.

· Created work schedules for staff.

· Interviewed, hired and trained new employees.

Retail Skills

· Assisted customers in purchasing merchandise.

· Worked as a cashier in a store.

· Set up product displays.

· Stocked merchandise on shelves.  

Assembly Skills

· Experienced in assembling small parts.

· Experienced in properly assembling medical devices.

· Experienced reading directions and following diagrams.

Warehouse Skills

· Operated a fork lift.

· Experienced in lifting 50lbs repeatedly during the day.

· Experienced in sorting and labeling boxes.

