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SUMMARY

Highly motivated and organized Entry-Level Resume Assistant with a strong
passion for creating high-quality resumes that exceed client expectations.
Proficient in utilizing industry-standard software and tools to craft compelling
and effective resumes that showcase clients' skills and experiences.

EXPERIENCE

Resume Writer

Resume Writing Services

Created over 100 resumes for clients across various industries, resulting in a 95%
client satisfaction rate and a 25% increase in job interviews.

Jan 2022 - Present New York, NY

• Conducted in-depth consultations with clients to understand their career goals
and objectives

• Crafted compelling resume summaries and bullet points that highlighted clients'
skills and achievements

• Utilized industry-standard software, such as Microsoft Office and Adobe
Creative Cloud, to design and format resumes

• Collaborated with clients to revise and edit resumes, ensuring 100% client
satisfaction

Intern

HR Department

Assisted in the recruitment process by reviewing and screening resumes, resulting
in a 30% reduction in recruitment time and a 20% increase in qualified candidates.

Jun 2020 - Aug 2020 Chicago, IL

• Screened and filtered resumes to identify top candidates for various job
openings

• Conducted initial phone interviews with candidates to assess their skills and
experience

• Coordinated and scheduled in-person interviews with hiring managers and
candidates

• Maintained accurate and up-to-date records of candidate information and
recruitment progress

PROJECTS

Resume Template Creation
Project Lead

Mar 2022 - Apr 2022

Created a set of 10 resume templates using Microsoft Word and Adobe
InDesign, resulting in a 50% increase in resume sales and a 25%
reduction in design time.

Microsoft Word • Adobe InDesign

Resume Writing Guide
Content Creator

Jan 2021 - Feb 2021

SKILLS

Resume Writing

Microsoft Office

Adobe Creative Cloud

Communication

Time Management

Attention to Detail

LANGUAGES

English

Spanish

EDUCATION

Bachelor's

University of Illinois

Aug 2018 - May 2020

Urbana, IL

English • 3.5

CERTIFICATES

Certified Resume Writer
Jun 2020

National Resume Writers'
Association

Completed a comprehensive course in
resume writing, covering topics such
as resume formatting, keyword
optimization, and interview
preparation.

STRENGTHS

Attention to Detail
Proven ability to maintain high levels of
accuracy and attention to detail in
resume writing and editing.

Communication
Excellent communication skills, with
the ability to effectively collaborate
with clients and team members.

AWARDS

Best Resume Writer



Developed a comprehensive guide to resume writing, covering topics
such as resume formatting, keyword optimization, and interview
preparation, resulting in a 40% increase in client engagement and a
15% increase in resume quality.

Google Docs • Canva

Jan 2022

Resume Writing Services

Received an award for outstanding
performance as a resume writer, based
on client satisfaction ratings and
quality of work.


