
MELODY MYLON JOHNSON

PO Box 555, 55TH Avenue NE

Anycityi, MN 55040

Phone: (555) 555-4207

Email: MYEMAIL@MYEMAIL.COM

QUALIFICATIONS

I am a motivated, visionary worker, one who is able to work well with a team and keep a consistently high energy level. I am personable and discerning, and I know how to balance and prioritize tasks. I am very ambitious and determined, and I can follow through well on instruction. I am also very flexible and teachable. 

EDUCATION

1998-2002
 That Great High School, Graduated 3.65 GPA
2002-2005
 Bethel University, Cross-Cultural Ministry Major (Spanish, Greek and Philosophy Minors), 3.39 GPA (Graduate Dec. 2005)
EMPLOYMENT

2004-2005
Resident Assistant, Blad  University (Anycity, MN)

Responsibilities: supervising and mentoring a floor of 24 freshman girls, administrative tasks in the dorm, planning and scheduling events, interviewing new candidates, facilitating leadership on campus.  

2004
Program Staff, Youthintheworks, Inc. (Anycity, IL)

Responsibilities: mentoring and leading 60 youth weekly in community projects, leading preparation and serving meals for 60+ people, administrative tasks for planning weekly programs.

2002-2004
Mail Room Assistant, Bladl University Admissions Office

Responsibilities: assembling and addressing promotional letters, data entry, filing and sorting mail, processing returned mail, facilitating admissions promotional events.

2003
Daycare Assistant, Teddy Bear In The Closet Care (Anycity, MN)

Responsibilities: Child supervision (infants, toddlers, preschoolers), cleaning and organizing, food preparation, washing and sanitizing dishes, disciplining and educating children. 

2000-2003 Sales Assistant, Elaine’s Flower sTo Go (Anycityi, MN)

Responsibilities: Retail sales, customer service, flower and plant care, receive and send phone, wire, and fax orders.

VALUABLE EXPERIENCE

2005 CPR & First Aid Certification (Class completed in May)

2004
      Semester Abroad in Antigua, Guatemala.

Two months of intensive Spanish study, two months of working in a school for handicapped indigenous children.

2003-2005 Volunteer Leader of English Class for Hispanics (Anycity, MN)

Planning classes and lessons, class recruiting and promotion, program leadership and English-Spanish translation.

REFERENCES

1. Paul Smith (Resident Director) Bethel University, 3500 Bethel Drive, St. Paul MN 55112. 555-555-6300. (If Paul is not available, ask for Marie Wisner.)

2. Melissa Longhorn (Mentor, Friend and former Supervisor) 3565 Norway Circle, Cambridge, MN 55008. 555-555-9221

3. Tzong-Hu Miue (Admissions Mail Coordinator) Bethel University, 3200 Bethel Drive, St. Paul, MN 55112. 555-555-6788

Example provided by Social Service Network. Additional examples can be found here!

