SAMPLE FUNCTIONAL RESUME

Your Name

Your Address

City, State and Zip

(###) ###-####

Your email 
GOAL

Customer support position where my strengths in communications, sales, and administration will be utilized.

PROFESSIONAL EXPERIENCE

Communications: Public Relations, Advertising, Training, Staff Development

· Writing/Verbal Skills: Excellent communication skills for customer communications, correspondence, newsletters, internal communications, and public speaking.

· Staff Development: Successfully coordinated monthly training programs - assessed learning needs, created curriculum, presented instruction, and secured nationally recognized guest speakers.

· Trainer: Able to provide client-centered interactive training sessions, emphasizing practical applications for customer education and/or staff development.

Sales: Presentations, Negotiations, Customer Relations, Event Planning, Fund-Raising

· Persuasive Communicator: Sold new program ideas and secured funding approval. Demonstrated ability to sell varied products as “floater” for upscale retailer; generated daily sales equal to that of experienced sales associates.

· Customer Relations: Selected by management as liaison and troubleshooter to resolve concerns with coworkers, external customers, and vendors.

· Event Planning: Organized well-received special events in work and community volunteer capacities. Planned events for up to 250.

Administration: Program Management, Planning, Development, Budgeting, Supervision

· Management: Staffed, managed facilities, and coordinated educational program with 250 enrollees and 15 instructors. Hired, placed, and evaluated instructors

· Planning: Served on cross-functional team that conducted strategic planning, developed budgets in excess of $345,000, determined programming, and ensured compliance for school site serving 650+ students.

EDUCATION

Degree: B.S. in Public Relations. University of Michigan.

