 Molly Jones
567 Rosewood Lane ( Colorado Springs, CO 81207 ( (960) 555-1212 ( mmoore@donnelly.edu

Objective 

Clearly and concisely explain what you offer and what you seek. Focus on specific industries or lines of business but avoid listing job titles.

Organized, highly motivated, bilingual OL graduate with exceptional ability to multitask and problem-solve seeks an opportunity in higher education, especially in the area of admissions or student services. 
Profile 

Use strong adjectives, keyworks, and action verbs to communicate the skills you have developed in your educational and work experience. Tailor these to the needs you anticipate in your target field.

Exceptional customer service – Strong communication skills and ability to understand customer needs combine to produce exceptional results. Able to deal successfully with difficult or dissatisfied customers in order to achieve resolution. 

Highly responsible and ethical- Experienced in making deposits and handling large amounts of cash. Experienced in maintaining confidentiality when working with peers in campus tutoring center and residence halls. 
Organized and motivated -  Able to balance long and short-term priorities to successfully complete        assignments and tasks. 
Independent and team player – Enjoy collaborating with coworkers as well as completing tasks independently. Able to motivate and inspire others to deliver their best.
Employment and Volunteer Experience  -------------------------------------
         Briefly list your employment history, if it supports the skills mentioned above.

Donnelly Tutoring Center – Donnelly College, Kansas City, KS 
Tutor, 2017 – 2019 

Welcome Center - Donnelly College, Kansas City, KS

Student Ambassador 2018-2019
Operation Breakthrough, Kansas City, MO 
Food pantry volunteer 2018 -2019
Chipotle- 75th Streeet, Kansas City, KS

Cashier, Shift supervisor  2012 – 2015
Education 
BA, Organizational Leadership, May 2019, Donnelly College, Kansas City, KS
 

