	Francesca Guillermo

138 First Ave. #24,

Ottawa, ON  K1S 2P4
613 222 3434

fguillermo@yahoo.ca
	


	OBJECTIVE
	Fast, accurate, and courteous. ____ years of experience in a large retail setting. Friendly and professional when dealing with the public. 


	TARGET JOB
	Desired Job Type:
	Employee


	
	Desired Status:
	Full-Time, Part-Time


	
	Date of Availability:
	Immediately


	WORK STATUS
	Canadian
	I am authorized to work in this country for any employer.


	SKILLS
	Skill Name
	Skill Level
	Last Used
	Experience


	
	Cash Register 
	Expert
	2003
	5 years


	
	Money Handling
	Expert
	2006
	10 years


	
	Basic Math
	Expert
	2006
	3 years


	
	Customer Service
	Expert
	2006
	3 years


	
	Bilingual English-Spanish
	Expert
	2006
	10 years


	EXPERIENCE
	8/1998 - 2003 
	XXX 
	Venezuela 


	
	Cashier 


	
	* Regarded as one of the fastest cashiers in the store; quickly and accurately processed orders at checkout while developing rapport with customers. 

* Informed by repeat customers that they search for my register in order to enjoy a fast, hassle-free checkout. 

* Excellent reliability and attendance. 

* Actively promoted the store’s XXX charity drive, 3 years in a row. 



	EDUCATION
	2006
	___ Adult High School
	Ottawa


	
	English Level __


	
	6/1998
	ABC High School
	Venezuela

	
	Academic high school diploma


	
	
	
	
	

	INTERESTS
	Cooking, gardening, parent organizations
	
	


* modified example from Monster.com retrieved Feb. 17, 2007 from http://resume.monster.com/samples/donnamarks/makeover/
Asmaa Al-bakra


1532 Station Blvd., Ottawa, ON  K1G 0M1   (613) 246-9988
Objective
To gain meaningful work experience to further my current office skills.

Education and Training

2006

Adult High School, OCDSB



Ottawa, ON

2007 

Technology Training Program, iSisters/IWSO
Ottawa, ON

2006

First Aid/CPR, YMCA



Ottawa, ON

Skills

· Fluently speak and write Arabic and English

Office Administration




· Perform tasks with precision and detail
· Analyze problems with an open mind

· Skilled in MS Word, Windows, email, and Internet searching

· Knowledge of office equipment (fax, photocopier)

Personal Attributes
· Organized, knowledgeable, helpful, trustworthy
· Eager to learn new skills

· Excellent team worker, willing to share responsibility and take ownership

Employment History

2002-4

KT Industries


Kuwait



Office Assistant

· Organized and facilitated daily correspondence

· Conducted research for the supervisor

· Answered incoming calls cheerfully and promptly

· Maintained supervisor’s day timer, scheduling appointments and meetings

· Followed office procedures with precision and enthusiasm

2000-2

Sala’a




Kuwait


Receptionist
· Answered telephones in a professional manner

· Ensured positive customer relations and booked appointments

· Paid attention to detail

· Managed customer complaints
References Available on Request

* modified example from Youville 2005

Name

# Rd., Ottawa, ON  PC   (613) --- ----   ------@yahoo.ca

Profile


· Overview of your highlights
Skills

· Languages – include levels of proficiency
Interpersonal Skills





· Ability to delegate/implement/plan/train
· Creative/customer-oriented/flexible/detail-minded

· Results-oriented/adaptable/industrious/team player/self-managing

· Problem solving/organized/ethical
Managements Skills
· Administered, analyzed, consolidated, coordinated, delegated, developed, directed, improved, planned, recommended, scheduled, strengthened
Communication Skills
· Addressed, arranged, collaborated, convinced, drafted, edited, explained, interpreted, negotiated, persuaded, recruited, translated, wrote
Research Skills
· Clarified, collected, examined, identified, investigated, organized, summarized
Technical Skills
· Assembled, calculated, designed, devised, operated, overhauled, upgraded
Teaching Skills
· Adapted, advised, coached, communicated, encouraged, evaluated
Financial Skills
· Administered, advised, audited, balanced, budgeted, planned, projected

Creative Skills
· Acted, created, customized, founded, initiated, introduced, invented 
Helping Skills
· Assessed, assisted, clarified, coached, demonstrated, guided, referred

Clerical or Detail Skills
· Approved, catalogued, classified, compiled, generated, monitored, operated, organized, prepared, processed, purchased, recorded, specified, systematized 
Based on “Action Verbs for Persuasive Résumés” pp366-7 
Guffey and Almonte, Essentials of Business Communication, Thomson-Nelson, 2007 

