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JOHN SMITH
1 Main St, City, Prov

(555) 555-5555
jsmith@emailaddress.com
OBJETIVE
Entry level position in the WXY field that leads toward a rewarding and interesting career.
EDUCATION
 WXY Diploma 


ABC College
 Aug 2009 - Apr 2011
Areas of study included: abcdefg, hijklmn, opqr stuv, wxyz.  
Team project: gfedcba.  4th semester GPA: 3.2
First Aid Certificate  
 
        Oct 2010
High School Diploma 


RST School
 
     June 2009
Completed with 80% average over final 3 years.
WORK EXPERIENCE
Z Yard Maintenance Inc

General Maintenance (full time)

June-Aug 2009
Oversaw yard maintenance projects; assisted in training and supervising staff; maintained equipment logs; implemented new procedures; met with clients; scheduled tasks; created project estimates; trained on a variety of equipment.  Worked overtime when needed.  Excellent on-time completion rate.
Y Car Wash Ltd

General Labourer (full time)

June-Aug 2008
Met with customers; managed cash; managed inventory; dealt with customer inquiries; volunteered for special events.  

W Bakery Ltd

Baker Assistant (casual)
June 2005-Aug 2007
Shipping & receiving; placed orders; dealt with telephone inquiries; maintained R7000 & other equipment.
OTHER EXPERIENCE
Volunteer

Hockey Coach Assistant
 Oct 2005-Apr 2006
ADDITIONAL SKILLS

Customer service; time management; writing reports; project planning; troubleshooting.
Computer and business software experience include Word, Excel, PowerPoint, Visio, Simply Accounting.
REFERENCES
Personal and professional references available upon request. 
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