Sample Functional Resume

JOAN WHITE

888 Wandering Lane

Tifton, GA 32990

(604) 565.4431
jwhite@aol.com
OBJECTIVE

Management trainee position in retail sales, using skills in design, administration and public contact
PROFESSIONAL EXPERIENCE AND SKILLS

Management
Coordinated operations, managed and assisted in sales at Pat’s Gift Shop




Managed small children’s center at Keeping Your Eyes Open, Inc.

Administration
Coordinated number of surveys




Prepared all invoices




Customer Service

Special Skills
Type 70 wpm; experience with PowerPoint and familiar with excel

WORK HISTORY

2007 Manager at Pat’s Gift Shop; Tifton, GA

2005 Manager at Keeping Your Eyes Open, Inc.; Tifton, GA

2003 Volunteer at Girls Club, Tifton, GA

EDUCATION




B.S. in Retailing; Fashion College of Paradise; Key West, FL.  2005

REFERENCES
Available upon request
