Keith Jones 
244 Chestnut Street
Southampton, PA 18966

Home: 555-543-6543 Cell: 456-123-7654
Keith.Jones@gmail.com
Objective 
To obtain a position at XYZ Company where I can maximize my communication skills, program development, and customer service experience.
__________________________________________________________________________________________
Education
George Washington High School, Southampton, PA





         May 2011

· Overall GPA 3.8 
· Clubs: Political Science, Show Choir, Theater, Yearbook Committee

· Athletics: Varsity Soccer Captain, Intramural Volleyball
__________________________________________________________________________________________
Work Experience

Assistant, Berkshire County Playhouse, Berkshire, PA





   Summer 2010

· Coordinated rehearsal and performance schedules for the cast and crew of three one-week productions over one season

· Created and managed social media accounts for the playhouse to market each show and ongoing activities
Cashier, Joe's Cafe, Southampton, PA






         Fall 2009 - present 

· Was selected employee of the month for efficient, friendly service

· Promoted to Barista in September, 2010

Tutor, Student Tutors at Washington, Southampton, PA




  January 2009 - present 

· Helped elementary school students apply mathematic and scientific concepts to their homework assignments

· Helped coordinate a weekend trip to the Philadelphia zoo each season and designed a packet of math and science questions related to the animals and exhibits children encountered there

· Became a pen-pal to one student throughout the three and a half years, encouraging and assisting him with studies and adjusting to different grade levels
Volunteer, Soup Kitchen, Philadelphia, PA






         Fall 2008 - present 

· Served meals to over 100 less fortunate individuals each week

· Created a brown bag lunch program collecting donations to pack bags of food for individuals to take home with them
__________________________________________________________________________________________________
Other Skills and Accomplishments

· Trained in Microsoft Word, Microsoft Excel, and multiple social media programs

· Fluent in Spanish 

· Lead role in The Music Man, Spring 2011

· Named MVP after leading soccer team to state finals victory in 2011 fall season
Notes

What is a resumè?
· A one page summary of your skills, education, and experience. 
· Acts like an advertisement for you to potential employers. 
· The first thing an employer sees when s/he makes a hiring decision. In today’s economy, about 70-100 people apply to every job that is posted. Employers spend about 30 seconds looking at your resumè and deciding whether to throw it out or to call you for an interview. 

Heading: 
· Use your formal name (not your nickname). It should stand out above all else on the paper
· Include your address (both permanent and temporary), phone number, and email. You should have a professional email address that you put on your resume and that you check regularly.
Objective:

· States the reason you have sent your resumè to this business or organization. It should specifically mention the name of the business.

· Should focus on the skills and experience you bring to the company, rather than what this job would do for you. Think of it as a one sentence summary of why they should hire you.

Education:

· Do not include information from junior high/middle school. 

· Specify the dates of attendance or graduation (or expected graduation). 

· Include education-related honors, sports, and activities in this section. 

· If your GPA is a 3.0 or higher, include it.

· If a class you took is particularly relevant to a job, you may want to include a section titled “Relevant Courses.”
Work Experience:
· Include previous employers, their locations, your dates of employment, and your job title. 
· You should include at least two (three is best) one-line descriptions of what your job duties and responsibilities were. 

· Use action verbs to start each of these descriptions.

· Your descriptions should highlight your communication, collaboration, and decision making skills.


BAD DESCRIPTION: Made fries

GOOD DESCRIPTION: Prepared and distributed food products at peak business hours in order to meet customers’ needs

Other Skills and Accomplishments:
· Use this section to include special skills or talents that are not included elsewhere on the resume, but would be relevant to the employer
· Computer and language skills are a plus!

· Accomplishments should highlight your leadership, communication, collaboration, and dedication.
Format:
· The organization of your document is just as important as your content. Make sure everything…fonts, sizes, spaces, location, etc, is uniform and orderly.

· Use chronological order

· One spelling or grammar mistake will cost you the job.
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