	Jane A. Resume
	Retail/Customer Services


321 Main Street, My City, NJ XXXXX   (201) 555-1212

Sophomore
Your High School
	Honors:
	· Honor Roll
· Girl Scout Leader
· Class Treasurer


SKILLS / KNOWLEDGE

	· Conversational Spanish

· Organizing Skills

· Capital Markets

· Word Processing (Word)
	· Accounting / Mathematics
· Team Building
· Windows 8.1
· Spreadsheets (Excel)


ACHIEVEMENTS

· Elected to the position of Class Treasurer, giving me experience in the areas of applied mathematics and fundamental accounting.
· Volunteered to clean up public parks every two weeks with the First Baptist youth group. 
· Very tech-savvy and quick at learning new things. Completed a typing course in which I had a typing speed of 51 Words Per Minute. 
· Member of the school’s volleyball team and the Anchor club.  Named captain of the volleyball team for one year. 

· Participated in a fundraiser with my cheerleading squad. We raised over $1,800 for new uniforms. 
