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123.456.7890 Email@email.com
Profile  
	Seeking a position as an Administrative Assistant with Cosmos Creative World where my skills in 	customer service, working with diverse clientele and ability to work well independently or with 	others will make me an asset to your organization.

	 

EDUCATION  (or Certificates) 
Master of Science, Social Work						2010
			University of Anytown

			Bachelor of Science, Psychology
			University of Someplace							1999


QUALIFICATIONS (state the most relevant Knowledge, Skills and Abilities that you possess relevant to the position’s requirements and organize by skill sets-top 2 to 5 areas)

Organization:	
Coordinated a Child Protection Service (CPS) department servicing 475 clients annually
		Implemented an on-line record keeping system which decreased overcharges by 67%
		Managed an annual budget of $350,000

Communication:	
Presented monthly departmental reports to city council
		Represented CPS department at state and national conventions
		Maintained a private counseling practice for over ten years

Leadership and
Training:					
Supervised a staff of fifteen case workers
		Initiated professional development programs which have been utilized by ten departments
Led workshops in parenting skills, conflict resolution, managing social service programs and other topics

EXPERIENCE	
	Associate Director, The Family Place, Yourtown, FL	 		            2007-Present
	Quality Review Coordinator, CPS Department-Social Services, Yourtown, FL	   2003-2007
	Accounting Technician, Private Practice, Yourtown, FL				   2000-2003
(If you have additional work experience relevant beyond 10 years, create an additional section called ADDITIONAL WORK and summarize prior relevant work in a sentence or two)

PROFESSIONAL

		Human Services STAR Award,   Atlanta Regional Partnership			2004	
		Treasurer, National Association of Social Workers				2003

