 Anita Job	Comment by Kristy Luhr: Name should be larger font than any other font and bolded
Albany, NY	Comment by Kristy Luhr: Addresses are now optional.  If you are looking for a position near home use just city and state.
anitajob@gmail.com	Comment by Kristy Luhr: Use a professional email
518-555-0001	Comment by Kristy Luhr: Must have a phone number
linkedin.com/in/anitajob	Comment by Kristy Luhr: A cusotmized URL is important if you want people to visit your profile.

EDUCATION	Comment by Kristy Luhr: Education section first for students
 Gotcha University, Fakeville, NY
 Bachelor of Arts in Political Science and Bachelor of Science in Marketing, May 2027	Comment by Kristy Luhr: Use correct terms for your degree and be consistent with either initials or full degree spelled out but not a mix of both.
 G.P.A:  3.85	Comment by Kristy Luhr: Include a GPA if above a 3.0, but be honest!

George Washington High School, Washington, NY	Comment by Kristy Luhr: Include HS if a freshman or sophomore only; if able to include, be sure to keep set up consistent.
High School Diploma, June 2024

EXPERIENCE
 Tourguide, Gotcha University, Fakeville, NY                          	        February 2025 - Present 	Comment by Kristy Luhr: Use reverse chronological order by end date
· Provide large group tours of college buildings to prospective students and their families 
· Answer questions honestly but positively to provide an accurate description Provide information regarding the college and the college experience
 
Sales Associate, Apple Store, Albany, NY				              May 2024 - Present	Comment by Kristy Luhr: Consistent formatting
· Exceed sales goals monthly earning monetary rewards for effort 	Comment by Kristy Luhr: Better worded bullets
· Learn about each new product and its features in order to provide accurate information
· Listen attentively to questions to offer technological support to a diverse clientele	Comment by Kristy Luhr: Start all bullets w/ strong action verbs
· Assess the store constantly and pivot to different roles as needed 

 Office Assistant, Smith Insurance Company, Schenectady, NY	       June 2023- August 2024
· Communicated with customers to schedule appointments in an efficient manner	Comment by Kristy Luhr: Focus on competencies (communication, technology and teamwork)
· Utilized InsuranceNow software platform to organize digital files, enter data and record notes for any client interactions 
· Collaborated with other team members daily to resolve customer issues, ensure front desk and phone coverage and ready the office for guests

SKILLS	Comment by Kristy Luhr: Consistent formatting of section titles
· Adept with: Microsoft Excel, PowerPoint, and Outlook and Google Applications	Comment by Kristy Luhr: Clearly communicate your skills and proficiency levels
· Novice with: SPSS, InsuranceNow, Slate
· Intermediate: French language speaker	Comment by Kristy Luhr: List professional skills only.  No hobbies listed.
          	
ACTIVITIES
Executive Board Member, Student Events Board, Gotcha University,          Sept 2025 - Present	Comment by Kristy Luhr: Consistent formatting on whole document
Player, Club Baseball, Gotcha University				           Sept 2025 - May 2023	Comment by Kristen “Kristy” Luhr: Kept it to 1 page	Comment by Kristy Luhr: Abbreviate all months or none, but be consistent.

