美式个人求职简历模板分享
RobinGreen
GilmoreLane·WestSpringfield,IL23408·Home:(412)555-1212··robinjgreen@yahoo.com·
Objective
Anentry-levelpositionininternationalbanking.
Experience
STANDARDCHARTEREDBANKJune1999-Present
DataServicesManager/AdministrativeAssistantSpringfield,IL
-Supervise,manageandtrain22-personofficestaff.
-Prepareformeetingsandcorrespondwithmemberrepresentativesonupcomingmeetings.
-Preparecorrespondences,documentinvoices,includingmaterialsforpaymentoftrainers.
-Maintainin-officecalendarandtrainingcalendar,keepingtrackofschedules/appointments.
-Formatmonthlynewsletterandmembershipdirectory.
-Createandreconfigureclientdatabases
STANDARDCHARTEREDBANKApril1997-June1999
Bookkeeper/TrainingCoordinatorSpringfield,IL
-Receivedcashandcheckreceipts,maintainedledgerbookandcomputerrecordofbanddeposits.
-Wroteanddistributedemployeeandcontractorchecks.
-Postedbillingandranvariousinvoicesformemberandnon-memberagencies.
-Organizedmaterialsforvarioustrainingsessions,registeredparticipants,preparedroomandorganizedcatering
STANDARDCHARTEREDBANKFebruary1996-April1997
Receptionist/InformationSpecialistspringfield,IL
-Answeredphones,greetedandassistedvisitors,andhandledgeneraladministrativeduties,suchasfiling,faxing,copyingandmailing.
-Organizedmailingofmonthlynewsletter
IMEXMARKETINGJune1995-February1996
-CustomerServiceRepresentativememphis,TN
-Checkedorderforms,confirmedandcanceledmagazineorders.
-Correspondedwithcustomers.
Education
WESTSPRINGFIELDUNIVERSITY
June2004MasterofBusiness(MBA)
InternationalFinanceWestSpringfield,IL
Courseworkincludes:internationalfinance,contractnegotiation,legalissuesininternationalbanking.
Skills
-MicrosoftWord
-MicrosoftExcel
-Powerpoint
-LotusSpreadsheet
