	123 Sweet Street
Saint John, New Brunswick  HOH OHO
	

	STELLA WANAWORK
	(506) 506-5060


	PROFILE
	

	
	This is where you want to list your summary of skills. Eg. Excellent communication and interpersonal skills, bilingual, great problem solving and/or multi-tasking abilities, well organized, adaptable, willing to learn, team player, punctual, reliable, dependable etc…


	EDUCATION
	
	

	
	
	

	2007-Present
	Super Wicked High School  (SWHS)
· Currently enrolled in the 12th grade
	Saint John, NB

	
	
	

	WORK EXPERIENCE
	

	
	
	

	August 2008-Present
	Smith Family
Babysitter
· Ensure safety and care for infant and pre-school aged children
· Prepare meals and perform light housekeeping 
	Saint John, NB

	
	
	

	June 2008- August 2008
	Tim Horton’s
Customer Service Agent
· Provided exceptional customer service 

· Prepared and served food and beverages 

· Operated cash register, took payments and made change  
· Ensured cleanliness of all work spaces and dining area 
	Saint John, NB


	VOLUNTEER EXPERIENCE
	

	
	

	2007
	Camp Havin Fun
Counsellor in Training
· Supervised campers and assisted with planned activities 
	Saint John, NB


	ADDITIONAL TRAINING/ACCOMPLISHMENTS
	

	
	

	
	· CPR/ First Aid/ Red Cross Babysitter’s course
· Safety Start program
· Perfect Attendance Awards etc… 
	


	REFERENCES
	

	
	

	
	Mrs. Knowsalot

Teacher 

SWHS
123-4567
	Joe Smith
Babysitting employer
Smith Family
789-1011
	Sara Slavedriver 

Manager
Tim Hortons
121-3141


Your Street, Saint John, New Brunswick E2M 5J5
Phone:  506.111.2222   Email:yourname@rogers.com
Your Name














Profile

High school honors student who is proven to be honest, reliable and conscientious in work, academic and sports initiatives.  Well-liked and respected by coaches, team members, teachers and employers.  Possess a positive attitude and enjoy being involved in various activities. A contributor to the school and community with energy, enthusiasm and commitment.  
Work History
Customer Service Representative/Cashier, Zellers, , Saint John, NB

 

  2005-Current

· Provide quality customer service by responding to inquiries, handling of cash and display of merchandise

Childcare Provider, Saint John, NB.








  2002-Current
· Care for up to four children ages 2-11

Paper Carrier, New Brunswick Telegraph Journal, Saint John, NB  
                                         2004-2005

· Provided quality customer service and collected/balanced monies received weekly from up to 55 clients

Soccer Referee, Under 12 Boys & Girls




             

      2004-2005

Accomplishments
2006-2007(Current) 
▪Honors Standing, French Immersion, Partial Inter-Baccalaureate Studies, Grade 11

Saint John High School
▪Participant in week-long French Immersion Program, Quebec
▪Co-Captain, Varsity Volleyball; Member Soccer, Basketball and Badminton teams

▪Member, Media Club and School Newspaper Editing Committee

2006


▪Graduate of 2-year program

New Brunswick 

▪Successfully completed numerous Employability Skills workshops and seminars
Youth Apprenticeship Program

2004-2006

▪Honors Graduate, French Immersion, Partial Inter-Baccalaurete Studies, Grades 9&10
Saint John High School 
▪Team Member, Junior Varsity Basketball, Volleyball, Badminton and Soccer Teams 

2002-2004

▪Honors Graduate, Grades 6-8; Awarded Co-Athlete of the Year, Grade 8

Saint Rose Middle School
▪Team Member, City and District Champion, Basketball Team, Grade 8

▪Member, Choir

▪Participant, Student Leadership Program, Grades 6-8

▪Awarded “Excellence in French”, Grades 6 & 8

▪Citizenship Award, Grade 7

▪Class Winner, English Oratorical, Grade 6

2002-2006

▪Team member, “AA” Soccer Teams, Fundy Soccer Association

1996-2006

▪Team Member, Lancaster “A” and “B” Basketball Teams
Community Involvement
United Church, Saint John, N.B.


                                                                         1995-Current
· Active Member of CGIT (2002-2005), Explorers (1998-2002), Messengers (1995-1998)

· Organizer/Teacher/Participant, 3 day Advent Camp, children ages 4-18

· Sunday School Assistant, ages 1-5
References And Further Details Can Be Provided Upon Request

Your Street, Saint John, NB  E2M 5J5
Phone:  506.111.2222   Email:yourname@rogers.com
The Evolving Resume











Profile

A Grade 11 student who is proven to be honest, reliable and conscientious in work, academic and sports initiatives.  Well-liked and respected by coaches, team members, teachers and employers.  Possesses a positive attitude and enjoys being involved in various activities. A contributor to the school and community with energy, enthusiasm and commitment.  
Skills and Attributes

· Proven customer service skills based on friendliness, patience and desire to help the customer

· Flexible, with the ability to work a variety of shifts, be called in on short notice, including after hour responsibilities 

· Experience in receiving and balancing customer’s cash and accounts

· Proven ability to quickly learn and adapt to changing priorities 

· Stress resistant 

· Builds effective working relationships with coworkers, peers & customers 

· Ability to multi-task  

· Works well with a team or independently 

· Efficient at computer use of Microsoft Office Applications, Email, Internet
Work History

Zellers, Customer Service Representative/Cashier, Saint John, N.B.

 

2005-Current
(Youth Apprenticeship Program)

· Provide quality customer service by responding to inquiries, handling of cash and display of merchandise
New Brunswick Telegraph Journal,  Paper Carrier, Saint John, N.B.  
                                         2004-2005

· Provided quality customer service, collection and balancing for monies received weekly from up to 55 clients

Childcare Provider

· Care for up to 4 children (ages 2-11)

                                              

            2002-Present
Soccer Referee, Under 12 Boys & Girls




             

      2004-2005
· Refereed boys and girls under 12 years of age

Academic Involvement

2006-2007(Current) 
▪Participant, Youth Apprenticeship Program and Job Fest 2007

Saint John High School  
▪Co-Captain, Varsity Volleyball; Member Soccer, Basketball and Badminton teams

▪Member, School Newspaper Editing Committee

2004-2006

▪Honors Graduate, Grades 9&10
Saint John High School 
▪Team Member, Junior Varsity Basketball, Volleyball and  Soccer Teams 

Community Involvement

Fundy Soccer Association, “AA” Soccer Team Member



                             2002-2006

Lancaster Basketball Association, “A” and “B” Team Member




     1996-2006

United Church, Saint John, N.B., Member, Youth Groups and Sunday School Assistant 
              1995-Current

references and further details can be provided upon request

Your Street, Saint John, NB  E2M 5J5
Phone:  506.111.2222   Email:yourname@rogers.com
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Date

Mr. Joe Smith
Hiring Manager

Zellers 

651 Fairvale Blvd.

Saint John, NB  E2M 3W3

Dear Mr. Smith,

Thank you for allowing me the opportunity to introduce myself and my interest in the Cashier position at your West Saint John store.

I know that the spirit of Zellers and HBC is to ensure your customers have an exceptional experience when they meet your store associates.  As detailed in my attached resume, I am confident that my following experience and attributes can contribute in meeting that goal:

· Customer Service experience providing face-to-face, individual, quality customer service, collection and balancing of funds from over 55 clients

· Multi-tasking, communication and organization skills have been gained through my work experience as well as my leadership and involvement in academic and athletic activities

· Proven ability to be a team player with a positive attitude, as well as independent contributor with minimal supervision

· Motivated, flexible and willing to take on duties where further skill sets can be developed

I take pride, and thoroughly enjoy my ability to have good relationships with my customers, teachers, teammates, coaches and classmates.  Should you agree that I can make a positive contribution to your team, I look forward to meeting with you to learn more about Zellers and the Cashier role.

Sincerely,

Your Signature

Your Name

(Résumé attached)
123 Sweet Street

Saint John, NB  H0H 0H0

March 30, 2009

Ms. Noftell

53 Clark Road

Rothesay, NB  E2E 2K9

Dear Ms. Noftell,
I am very interested in the position you are currently advertising for a cashier (Barista).  I currently attend high school and am seeking part-time employment in the customer service industry.  I enjoy the products you offer and believe I would be a valuable addition to your team.

Throughout my employment at Tim Horton’s I acquired many skills. I was required to learn new technology including cash register and credit card machines.  Counting payments and making change also helped improve my ability to add and subtract very quickly.  Interacting with customers as well as fellow co-workers has enhanced my communication, interpersonal, and teamwork skills.  Babysitting has also provided me with the opportunity to prove I am responsible, mature and dependable.  Both positions required me to be organized, be able to make decisions, and to find creative solutions to problems. 

In addition to the work experience I have gained, I am also hard working, energetic and outgoing.  My previous work experience combined with my positive attitude make me an ideal candidate for the position.  I am confident I possess the qualifications you are seeking, and would welcome the opportunity for an interview at your convenience.  Thank you in advance for your consideration.  

Sincerely,
Your Signature

Stella Wanawork
Enclosure
