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area business leaders,
» Frequently helped with new hire tralning teaching about the general
psychology behind the sales presentation
» Handlied all tribute gift ncguiries, including tree and bench sponsarships
» Plannied and oosouoed bwo dimec mall fundralsing camp algns a yaar.
ResponsibRities include detenmining letter theme, drafting copy, and
working with Marketing 1o desijn the package
» Responsible for reaching out to past alumni To solict donations through
rapp o,
= Provided excellent customer service 1o all cients and increasad
donaton sales,
= Faiewad and implemanted & stewsrdship plan for firgt-time donors to
infreas e the ikelihood of renewed Support in Conjunction with thi
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Professional Fundraiser
Delta Corporation - 2005 - 2008
R sy i 9B Dig 5
= Top-ranked caller for 2 quarters running by fundraising over $30,000
Promaoted to Supervisor in under & months.
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= Compuber proficiency,
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enthusiastic aititude and professional yet friendy tone even whan my
o personal feelings do not agree.
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CONTACT DETAILS
1737 Marshwillec Road,
Alabama

{123)-456-7899
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Acccunt Management,
Bockkeeping, Billing.
Budgeting, Customer
Senvice

LANGUAGES

English (Mative)
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Spanish (Professional)

Climbing
Snowboarding
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Reading
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Robert Smith CONTACT DETALLS
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Recruitment Assistant 1123} 456.7899
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WORK EXPERIENCE Maragement.

Recrwitment Assistant
ABC Corporation - April 2014 - Octobar 2014
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Whether you're a working mother, a college student, or a retiree, it all boils down to the fact that you’'re looking for a part-time revenue stream. So you send out your resume like you usually do and somehow no one calls back. Or they’'re asking you to come in full-time.Why?Because your resume isn’t underlining the fact that you’'re looking for a part-
time job.So how do you do that without just sounding lazy or less valuable than a full-time employee?It’s not hard and we’ll show you exactly how.Want to save time and have your resume ready in 5 minutes? Try our resume builder. It’s fast and easy to use. Plus, you’ll get ready-made content to add with one click. See 20+ resume templates and
create your resume here.Create your resume nowResume for a part time job made with our builder—See more resume templates here.One of our users, Nikos, had this to say:[I used] a nice template I found on Zety. My resume is now one page long, not three. With the same stuff.Interested in a few specific cases and more examples? We’ve got you
covered:If you're a student, you might want to check out these:Wondering where to find part time jobs? See Part Time Jobs Hiring Near MeResume for a Part-Time Job (Example for a College Student)Marion Griffonmarion.z.girffon@gmail.com216-596-1153Professional ObjectiveEnergetic and friendly food server with 14 months of part-time
experience. Great organizational skills and customer service. Experienced in working in establishments that serve 150+ customers daily. Seeking to leverage skills and experience to contribute to high quality food service part-time at High Street Eats.Work ExperienceFood Server (part-time)The MunchiesDec 2018- April 2020Handled customer
orders, advised on specials, and modified orders to suit customer needs.Managed over 80 cash and card transactions daily. Handled customer requests and complaints professionally and escalated to manager when necessary.Trained 15 new employees on customer service BDPs and how to handle stressful situations.Key achievementIntroduced a new
children’s menu option that sold 5 times more than the previous option.EducationOhio State University2019-2021 B.A. in Literature (expected graduation May 2021)Relevant coursework: Politeness strategies in English, The Art of Rhetoric and Diplomacy in SpeechSkillsExcellent people skillsConflict managementAbility to work under
pressureCustomer serviceCash and card transactionsExcellent memorySensitivity to food allergies and eating preferencesThis is how to write a job-winning resume for a part-time job:1. Use the Best Format for Your Resume For a Part-Time JobNo matter what part-time position you’'re looking for, you’ll always be one in a sea of thousands. And just
because you’re working part-time, doesn’t mean you can cut corners and still expect to get hired. Treat just as if you were applying for a full-time job.In fact, employers want part-time workers to hit the ground running as much as full-time employees. To get the recruiter to see a pro waiting in the gates, follow these resume formatting rules:If you
don’t know how long your resume should be, the answer is that a one-page resume template will probably be more than enough for you.2. Write a Part-Time Job Resume Objective or Resume SummaryBegin your resume with your resume profile, or to be specific, a career objective or summary.It’s a short, concise paragraph at the beginning of your
part-time job resume that explains why you’re the person for the job. If you're a student and writing an entry level resume or looking for another part-time gig to tie you over during summer or your weekends, write a career objective:Highlight the knowledge and skills you've gathered to date and how well you’d fit in the offered position.Think of
transferable skills and quantifiable achievements from other gigs you’ve had that are relevant to the open position and vouch for you. A career summary is a good idea for those who work in professions in which part-time gigs can be standard (nursing, mechanics, etc) or who can only work part-time due to external circumstances (health reasons,
caring for a loved one, etc). Use it if you already have a couple of years of experience though. Here’s how:Think about key points in your job experience and skills as well as achievements.Choose 3-4 top points from that list that make you stand out and add them into your part-time resume summary section.Your resume profile shouldn’t be longer than
3-4 sentences and tailor it to the job description of the position you're applying for.Use resume keywords to pass the ATS scan. Check: What are Resume Keywords?3. Create the Perfect Part-Time Resume Job DescriptionYour resume experience section is your workplace wizardry in a nutshell. This is especially true for part-time workers where you
can demonstrate how much positive influence you've had on your job despite working fewer hours.It needs to be spotless. So:Begin with your current position and then just go back in time with previous positions.Each entry should include: your job title, “part-time” put next to the title if you worked there part-time, company name, dates of
employment, and up to 6 bullet points.Add fewer bullet points in your job experience the further you go back. Three bullet points are perfect for positions far in the past.Use an action verb to start off each bullet point.Sprinkle in some quantifiable achievements that will really wow the recruiter.Tailor your job experience section to reflect the position
you’'re applying for.More is not more here. If the information is irrelevant, cut it out. Period.4. Make Your Part-Time Resume Education Section ShineEspecially if you don’t have much job experience to speak of, your education section is one of the strongest points of your resume. Use that to your advantage and show recruiters that you have both
know-how and knowledge.Here’s how to make your education section a winner:If you have little experience, make your education resume section more appealing with achievements from your school days. Only include those that are relevant to the job opening. Four to six items is more than enough.If you have several years of job experience, just add
a shortened version of your education, so: high school/college/university name and location, years you studied, degree, major and minors.If you’'re just starting out your career, put your work experience below your education section. It'll help you focus your resume on your strong points.Keep things simple. Use Simple Resume Templates5. Highlight
Your Part-Time Job SkillsWorking part-time means that you need to do the same as any full-time worker. You need to show the hiring manager that you’ve already got the skill set to do just that.Here’s how to make your skills in your resume for a part-time job raise some eyebrows:Brainstorm all the job skills you have, so: soft skills and hard skills,
technical skills, and any other relevant job skills. Put them together into a master list.Pick the most relevant part-time skills by using the job ad as a guide. Include them in the skills section of your part-time resume. Mentioning skills that both your education and experience sections can prove is a great bonus.Part-Time Resume SkillsL.ooking for more
skills to flaunt? See: Soft Skills List for a Resume & Hard Skills List for a ResumeWhen making a resume in our builder, drag & drop bullet points, skills, and auto-fill the boring stuff. Spell check? Check. Start building a professional resume template here for free. When you’'re done, Zety’s resume builder will score your resume and tell you exactly how
to make it better.6. Add Extra Sections to Your Resume For a Part-Time JobYou've added everything that’s absolutely essential to your part-time job resume, but you're still basically a shell in a sea of shells. Turn your resume for a part-time job into a diamond in the rough with these tips:Read more: What Should a Resume Look Like?7. Attach a Cover
Letter to Your Resume For a Part-Time ResumeWriting a part-time job resume takes a lot of effort, but have you thought about whether you should include a cover letter? If you really want that part-time job, then you really should. Our HR statistics show that almost 50% of recruiters will reject a resume with no cover letter attached.Write a part-time
cover letter that'll get hiring managers calling you back with the following tips:Use a professional cover letter format that matches the industry you're applying to.Create a “hook” to start your cover letter and grab the recruiter’s attention.Demonstrate that your experience and job skills are what the company needs right now.Include a call to action to
end your cover letter with some oomph.Make sure your cover letter has a professional cover letter title to avoid any potential confusion.Don’t forget that the ideal length of an effective cover letter is no longer than one page.Read more: How to Write a Cover LetterPlus, a great cover letter that matches your resume will give you an advantage over
other candidates. You can write it in our cover letter builder here. Here's what it may look like:Create my cover letter nowSee more cover letter templates and start writing.Once you send your cover letter and resume for a part-time job, follow up on your job application! Those are the ins and outs of a great part-time resume.Thanks for reading. Have
any insider tips or tricks to share about creating the perfect resume for a part-time job? Share them in the comments below! Applying for a job can be a difficult and daunting task for anybody, especially for those who are young and have just graduated. If you have just started looking for your first full-time job, then chances are you are very unfamiliar
with the entire job hunting landscape. You need to conduct plenty of research to craft the perfect tailored resume and cover letter fitting the job and the company. That is already hard enough without a professional resume writer. Now, you need to email these documents to the organization you are applying to. However, that is easier said than done.
Many applicants put so much time and effort into their cover letters and resume, but neglect to do the same with their emails. Nobody uses snail mail any longer to send in their job applications; email is the de facto standard of sending job applications. You need to be able to write a perfectly structured and formatted email that will be well received
by hiring managers. Hiring managers receive a ton of emails every day and see a wide spectrum of job emails. Many job application emails are so poorly written that hiring managers do not even bother opening any of the attachments! You need to stick to a professional style that recruiters love. How do you make your email stand out from the crowd?
© Shutterstock.com | blossomstar We are here to help you answer that question. We are providing you with some tips and, more importantly, email templates you can use to write your own job application email. Young graduates will benefit immensely from this article because they will learn so many tips to help them create an amazing job
application email. In addition, experienced professionals who are now looking for a new job will learn a thing or two about job application emails, something that was not frequently used in the late 20th century. If you want your email to be read and loved by recruiters, then keep on reading. JOB APPLICATION EMAIL TIPS Before we present the
various email templates we have prepared for you for your next job application, we want to lay out some things you should definitely do to make your email excellent. If you follow these tips, your email will definitely be positively received. Use a Professional Email Address If there is one thing you take away from this article, it is that you need to
ensure you have a professional email address. Do not send your job applications from an email address you made as a child or as a teenager. While it may have been cool to use a fun email address when you were younger, that will never be viewed in a positive light by recruiters. You are now an adult, so you need a correspondingly professional email
address. Try to use your first name and last name in your email address. For example, john.clarke@gmail.com or sandra.meyers@yahoo.com are very professional email addresses. When hiring managers see a job application from an email that is professional, they can actually take you seriously. Otherwise, they will not. Be Focused and Brief Make
sure to keep your job application email brief and get to the point quickly. The very first sentence in the first paragraph in the body of your letter should state your intentions clearly. As a result, recruiters will understand from the get-go what the email is all about. They will respect the fact that you mean business when you keep it short and simple. All
of your details are in your cover letter; it is not necessary to say much in your email. State what you have enclosed, and show appreciation for considering your application. It is not necessary to go beyond this. One thing that you can mention is your work experience, but even that should be brief and pertinent. In case an employee at the company
referred you, make a note of this in the email. You should have definitely mentioned this in your cover letter, but something as important as a reference should also be stated in the email. The earlier, the better. It adds more weight to your application. Write an Informative Subject Line The email subject line should include your name and the position
you are applying to. This is perhaps the most overlooked portion of an email, especially one for a job application. Before even opening an email, recruiters will read the subject line. If it is irrelevant, they will not open it. Ensure that it is relevant by stating the position, mentioning your name, and expressing that it is a job application. Recruiters
receive a copious amount emails daily, so make sure your subject line is informative and gets to the point. In case your job post has a reference number or code of some kind, include this in the subject line. This will make it even easier for recruiters to associate your application with a particular job post. Some more tips on writing an email where you
get a fast response. Use Only a Formal Greeting and Closing An email for a job application should be professional. This is not the place to be casual and friendly. If you write it in a very casual manner, it will come across as being an amateur and disrespectful. Using the appropriate formal greetings and closings will convey a sense of professionalism
and respect to hiring managers. Never start your email with “Hi” or “Hello.” That is reserved for people who you know. You do not know your hiring manager on a personal level. Never address them by their first name. Again, you should be respectful and address them by their last name. The safest and most professional manner of addressing hiring
managers in a job application email is “Dear Mr./Ms. Last Name.” This salutation is very formal, something recruiters love to see. Likewise, your closing to your email should be equally formal and professional. Do not end it with “Best Wishes” or “Cheers.” These are far too casual for a professional email that could decide whether you get the job. You
require a more formal closing. “Regards” or “Sincerely” are the best closing remarks for a professional email. Include a Professional Electronic Signature When jobseekers would send hiring managers paper letters in the past, they signed their letters just below the closing remark. You cannot do this in an email. However, you can still add an
electronic signature that is far more elaborate than a regular signature. A signature is simply a stylized version of your name or initials. An electronic signature consists of many elements that make it very similar to your address that would put in the header section of a letter. The following should be included in any electronic signature: Your Name
Your Address Your Email Your Phone Number Always include your electronic signature according to the format written above. It goes at the very end of your email. An electronic signature contains various means of contacting you. This makes it very easy for hiring managers to contact you if you have left a good impression on them. This is the de
facto standard for all professional emails, especially for job application emails. Always Add Relevant Attachments Your job application email is only significant if it contains the documents to support your candidacy. State in your email that you have enclosed your resume, cover letter, and any other necessary documents that are required for the
position. Double check that you actually attached them. Sometimes, applicants forget to actually attach these documents in an email and when a hiring manager cannot find them, they do not bother to consider the email any longer. Make sure that you attach these files, because they will ultimately determine if you are indeed eligible for an interview.
Now that you know what to include in your email and how to write it, you can view the templates for job applications. We are presenting several types of templates you can use to convince your recruiter to take your seriously. All of these templates have been proven to be effective at winning over hiring managers. Emails are a science, and we have
cracked the code to make it successful for you. We must state that your job application email is by no means a cover letter. It does not substitute the contents of your cover letter or your resume. There is no need to repeat all of those contents in the body of your email. This email should only succinctly highlight your intention to work at a particular
company. Unlike a cover letter, business letter, or any other physical letter, an email does NOT require a header that contains your address and the company’s address. Those are reserved for physical letters, not electronic ones. An email is structured slightly differently than a regular letter, as you will see below. Template 1 - For Young and Fresh
Graduates If you have just graduated, or about to graduate very soon, then you need to make this statement in your job application email. This template is made just for you, to help you get started on your career. Subject: Name of Applicant - Name of Position, Job Reference Number Dear Mr./Ms. Last Name, I came across a very exciting position on
your job portal that I believe fits me perfectly. I am interested in applying for the position of Development Engineer (Job Reference Number A123) at Sony Electronics. After reading the job description and requirements and matching it with my own experiences, I know that I would be a valuable asset to your organization. I recently graduated with a
Bachelor of Science degree in Electrical Engineering from the University of Texas. I now want to apply my skills in a multinational company like Sony. As a development engineer, I can implement engineering concepts to design innovative and ingenious products for consumers. I have attached a cover letter, resume, and certificates for your
consideration. Please take a moment to go through them to get a better picture of who I am. I would love to talk to you in more detail regarding this amazing opportunity at your company. It would give me great pleasure to hear back from you regarding my application. Sincerely, Your Name Your Address Your Phone Number Your Email Address
Template 2 - For Experienced Professionals If you have been working for a number of years already and are on the lookout for a new job at another company in your industry, then this email template is made for you. Your experience here is very important and should be emphasized in your email. Subject: Name of Applicant - Name of Position, Job
Reference Number Dear Mr./Ms. Last Name, I have 4 years of experience as a Software Developer at my previous company. I came across an interesting position of Software Tester (Job Reference Number 9467) on your website. Company XYZ is renowned for testing all kinds of software and applications before they are released. As I know how they
were programmed, I would be able to quickly detect all bugs and errors that need to be rectified. My skillset and expertise makes me a valuable asset to your organization. After graduating with a degree in Computer Science, I worked at Company ABC as a software developer for 4 years. I designed and programmed engineering software that
students use in academia. I now want to challenge myself in a new environment and your company offers just that. I have attached a cover letter, resume, and certificates for your consideration. Please take a moment to go through them to get a better idea of who I am. I would love to talk to you in more detail regarding this amazing opportunity at
your company. I look forward to hearing back from you regarding my application. Sincerely, Your Name Your Address Your Phone Number Your Email Address Template 3 - Having an Internal Contact Sometimes, the best way to get a job is to be referred by your friend who works at a company or by someone else you may have met who also works
there. In these scenarios, it is best to include this information in your email. This will make your application stand out. Subject: Name of Applicant - Name of Position, Job Reference Number Dear Mr./Ms. Last Name, My friend Sandra Cooper, who is a Chemical Engineer at your company, recommended me to apply to this company for the position of
Junior Chemical Engineer (Job Reference Number N364). I have a deep interest in chemistry and I want to take Bio Corp to next level with my diligence and resilience in the lab. Since I studied alongside Sandra in school, she knows my potential very well so when you hire when, you will be getting a great professional who can deliver results. I
recently graduated with a Bachelor of Science degree in Chemical Engineering from the University of Sydney. I now want to apply my skills in a world-renowned chemical engineering firm like Bio Corp. I enjoy conducting tests in a laboratory and I am very familiar with the chemicals you are working with. I have attached a cover letter, resume, and
certificates for your consideration. Please take a moment to go through them to get a better picture of who I am. I would like to have the chance to personally talk to you regarding this amazing opportunity at your company. I hope to hear back from you regarding my application. Sincerely, Your Name Your Address Your Phone Number Your Email
Address Template 4 - A Shift in Careers or Industries If you are an experienced worker, the prospect of shifting careers or even entering an entirely different industry may have crossed your mind. You are looking for an exciting new challenge, and pursuing a new career track could give you what you are looking for. In these situations, your email
should reflect your interests and the things you can bring to a company. Leverage your experiences to make this happen. Subject: Name of Applicant - Name of Position, Job Reference Number Dear Mr./Ms. Last Name, I have 8 years of experience as a marketing consultant and now I am looking for a new challenge. Your company specializes in digital
marketing, something that I have been learning every week for the past several years and have applied a lot this past year. I want to apply for the position of SMM Specialist (Job Reference Code KM52) at your company because I know a lot about social networks. You will be getting a great professional who can deliver exception results if you hire me.
I have worked with some the biggest Fortune 500 organizations, helping them design their ad campaigns when they were launching new products and services. I now want to apply my skills in an online world. I know that online marketing is the future and I can take your company to a higher level with my expertise and contacts. I have attached a
cover letter, resume, and recommendation letters for your consideration. Please take a moment to go through them to get a better idea of my credentials and experiences. I would like to have the chance to personally talk to you regarding this amazing opportunity at your company. I hope to hear back from you regarding my application. Sincerely,
Your Name Your Address Your Phone Number Your Email Address Template 5 - Following Up After a Personal Conversation Many jobseekers attend job fairs to get in touch with companies personally and speak with recruiters to get a better understanding of job prospects. Sometimes, a jobseeker leaves a very good impression on a recruiter and the
recruiter offers their business card to them. This is your perfect opportunity to apply to the company for your desired position. Subject: Name of Applicant - Name of Position, Job Reference Number Dear Mr./Ms. Last Name, We spoke yesterday at the IT job fair in downtown San Francisco. We had an engaging conversation regarding your company’s
activities and I described how my goals align with those of your company. You even handed me your business card at the end of our conversation. I did some further research on your company and the positions available. The one that stood out to me is the one you actually suggested me to apply to - robotics programmer. As a quick reminder, I
recently graduated with a Bachelor of Science degree in Mechatronics Engineering from the University of Cambridge. I now want to apply my skills in electronics and mechanics at a robotics company. As a robotics programmer, I can implement engineering concepts to design innovative and ingenious robots and electrical machines. I have attached a
cover letter, resume, and certificates for your consideration. Please take a moment to go through them. I would love to talk to you again to discuss more about career opportunities at your company. It would give me great pleasure to hear back from you regarding my application. Sincerely, Your Name Your Address Your Phone Number Your Email
Address Template 6 - Applying After Contacting on Social Media With the advent of LinkedIn, the entire landscape of job hunting has radically changed. You can now connect with professionals working at your target company and establish a common ground to boost your chances of being hired. Many jobseekers communicate with human resources
employees beforehand and then send their job applications. In that case, this email template will help you out with that. Subject: Name of Applicant - Name of Position, Job Reference Number Dear Mr./Ms. Last Name, I reached out to you on LinkedIn a few days ago and we had a brief conversation about job opportunities at your company. You said
that I could send you a speculative application and your company will interview me and find an appropriate department for me to work in. I am interested in working at Nintendo as a games developer. I firmly believe that I can make a significant impact in your company in whatever role you deem would fit me. I recently graduated with a degree in



Computer Engineering from the Princeton University. I minored in games development and I now want to apply my skills in one of the largest games developer on the planet. As a games developer, I can create innovative and fun designs for your video games. I have attached a cover letter, resume, and certificates for your consideration. Please take a
moment to go through them to get a better idea of who I am. I would love to talk to you in person regarding amazing and exciting opportunities at your company. I would be very grateful to hear back from you regarding my application. Sincerely, Your Name Your Address Your Phone Number Your Email Address Template 7 - Applying for an
Internship So far, we have presented many templates that jobseekers can use if they are applying to a full-time position. But what if you are looking for an internship? Is it the same? No, it is not. There are subtle differences in the email. Fortunately for you, we have a template geared towards those looking to intern at a company. Subject: Name of
Applicant - Name of Position, Job Reference Number Dear Mr./Ms. Last Name, I am currently in my final year at the University of British Columbia and I want to intern at your financial institution. I major in finance and I want to establish a career in banking. After reading about your company, I am very interested to work at Citibank, one of the
largest investment banks in the world. I want to learn from the best in the industry and give back to the organization. I am studying BBA - majoring in finance and with a minor in management. I now want to apply my skills in a multinational bank like Citibank. I can implement the financial concepts I learned in school. I have attached a cover letter,
resume, and transcripts for your consideration. Please take a moment to go through them to get a better picture of who I am. I would love to talk to you in more detail about interning at your company. It would give me great pleasure to hear back from you regarding my application. Sincerely, Your Name Your Address Your Phone Number Your Email
Address CONCLUSION In this article, we have gone over several tips you should definitely follow to write the most professional and polite email for a job application. Never forget to keep your subject line of your email, as well as the body of your email, brief and focused. It should not be as long as an essay. Your cover letter is there for that. Also, do
not repeat what is on your resume; just give the key points and nothing else beyond that. You need to create your very own electronic signature for job application emails and you should only enclose pertinent documents. Furthermore, you know have a wide variety of templates to follow to help you write your own job application email. We have
provided various scenarios that you may be in when looking for a job. You could be a fresh graduate or an experienced professional - one of these templates will surely fit your situation and requirement. With the email templates, we have found you do not need to be a professional copywriter or content creator to craft nice-sounding and

professional emails that HR managers will look into. Now that you know what to include in your email and how to format it, go out there and start sending you job applications. We assure you that hiring managers will love what they are reading. 207 Shares
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