SAMPLE RESUME

Always send with a cover letter


Leslie Lynn Gardner

1245 Fremont Avenue South #106

Minneapolis, MN _________
lesliegardner@yahoo.com
(651) 555-8989
Special     ______   and Interests
· Able to read, write and speak basic Spanish and English

· Able to use a computer and such programs as Microsoft Word, Excel, PowerPoint, Publisher, WordPerfect and more
· Able to type 30 wpm
· 12 years of experience with customer service
Work _____________
Bon Appetite Catering Service






   2000-present

Catering Manager
_______________
· Responsible for booking and planning events to be catered 

· Prepared and arranged platters of food for buffets
· Served food at formal events
Whole Foods Market







      _________
______________
St. Paul, MN
· Worked at cash register
· Answered customer questions
· Followed written directions
__________________







      1991-1994
Housekeeper

Cedar Falls, IA

· _______________________________
· _______________________________
· _______________________________
Education

Hmong American Partnership







    March 2004


Training for Employable Computer Skills

St. Paul, MN 

Hubbs Center for Lifelong Learning,







    2002
GED

St. Paul. MN
