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Chronological resumes place everything in jobs and education in order by date from the newest to the oldest.

Mary Smith linkedin.com/in/marymith
mary_smith@gmail.com 123-123-1234
SKILLS

AutoCAD Microsoft Office Suite

Primavera Sure-Trak Timberline

QuickBooks Prolog

Adobe Creative Suite

EXPERIENCE

Evergreen Construction

Evergreen Construction was merged with Walbridge Homes and the headquarters was moved to Auburn.

Foreperson, 3/2017 - Present

= Provided direct supervision of sub-contractors and tracked construction activities at residential job sites in the
Fort Wayne area. Controlled the permitting process and the ordering and delivery of materials to job sites.
Gained experience reading blueprints and making change orders to satisfy customers. The residential team
achieved an A+ rating by the local building association for the year 2017.

= Managed schedules and became proficient at many hands-on building activities such as framing, drywall
installation, interior painting and appliance installation to help meet deadlines.

= Worked closely with the bookkeeper on making sure that all payments were properly posted and each project
met margin goals.

Estimator, Fort Wayne, IN, 05/2016 - 3/2017

= Developed estimates for residential construction projects ranging from $25,000 too $100,000 using Timberline
software. Projects included garages, remodels and additions. Achieved a 87% on-or-below-budget rating for
all projects in the 2016 - 2018 timeframe (approx. 43 projects).

= Automated the process of sending out bid invitations using online tools. Performed take-offs from design
documents in an organized clear and consistent method, finding coverage from subcontractors, determining
estimates when no coverage was available.

= Provided Support for lead estimators during the buyout phase on projects that we were awarded.

= budgeted projects for 35 area businesses over a 18 month period.

EDUCATION
Indiana State University, Fort Wayne, IN
Bachelor of Science in Construction Management, September 2016

Ivy Tech Community College, Fort Wayne, IN
Associate of Applied Science Degree, May 2012
GPA: 3.65/4.0

OTHER TRAINING

OSHA Construction Safety and Health (30 hour course) - Certification
Indiana Building Association, Compliance Workshop

Landscape Design Seminar, American Society of Landscape Design

ACTIVITIES AND AWARDS

Top Design Finalist in the Kitchen Design Competition, Parade of Homes, 9/2017
Fort Wayne Race for The Cure, Volunteer Organizer, 2014, 2015

Habitat for Humanity, Volunteer, 2015 - Present
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Functional resumes focus on the job functions that you have performed. These are good for people just starting out or
those who have a wide variety of experiences.

Mary Smith
mary_smith@gmail.com | 123-123-1234
SKILLS

Versatility: Proficient in all facets of maintenance, repair and renovation.

Scope of experience: Physical plant operations on buildings and grounds up to 80 acres.

Areas of expertise: Electrical, carpentry (rough and finish), plumbing and HVAC.

Supervisory background: Successfully supenise diverse group of employees and subcontractors.
Self-motivated: Anticipate problems and react quickly to resolhe.

EXPERIENCE

BUILDING UPKEEP
s Performed routine building maintenance and troubleshooting of all systems.
¢+ Completed electrical repairs and wired new residential construction.
¢ Installed water lines, fixtures and water heaters; completed repairs on plumbing problems.

RENOVATION

* Served as project manager on major projects including $200,000 renovation on 50+ -year old church buildings
(bid preparation, contractor selection and supenvision, final approval).
* Monitored contractors performing specialized work such as roofing and asbestos removal.

GROUNDS/LANDSCAPING
e Owersaw safety and attractiveness of grounds for staff and visitors.
* Performed landscape design, incorporating such features as grottos, fountains and waterfalls.

ADMINISTRATION
¢ Prepared annual budgets; sened as member of Finance Council.
¢ Ordered supplies and maintained inventory of supplies and equipment.
¢ Hired, trained, scheduled and managed permanent and seasonal employees.

EDUCATION & TRAINING

Cuyahoga Community College General coursework
Genesee Area Skill Center Building and grounds maintenance
Summit County Water Department Water operations

Diocese of Clewveland Seminars on maintenance, boilers, asbestos, hazardous chemicals
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The combination resume offers the best of both of the previous resumes. These are good for the advanced career
seeker. It provides a focus on the functions that have been performed along with a brief recount of the work history and

education.
- - .Rcimmslratwe
. p d all aspects of administrative and ial duties organization wide
= Excalierd rapport with all levels of management and support staf
e — = Uifzed awand vinning customer semvice
»  Trusted to handle sersive assignments due to high level of commitrent fo comfidentiality
Skills & Expertise
— Work History
= Digital Markating = Project Management = e CS6
+  Social Media Strategy +  E-Hews letiers Functions jows 365 Chronological Order i s e
= Spcial Madia Coach = Customer Relationship books R 2 :
«  Public Speaking Management +  Adobe Connect ¥ane County Depadment oF e and Edwcation, Marketing Goordinator 2002 to 2011 (see markesing bulers above)
+  Small Business Consultant +  Wordpress & Joomia websites +  Web bazed applicstions Kane County Department of Employ Education, Executive Assistant 1303 t2 2002
Target Greaflard, West Dundee, IL, Gomm Relations!3tockroom Mamager 1935-1308
- . Enaioe Elgin, IL, Legislative Alde 1003 - 1094
Professional Experience s i z
Consulting
®  Help solopreneurs and small business optimize their digital presence e -
= Plam, creabe, implement, train and monitor social media plans for others Additional Work Hlstory
Marketing Behring Custom Carpenry, Lid, Of ing, A ting 1393 fo present
= Engage the community by cresting comtent and posfing status updates on muiple socia jor and mirar Dee Reinhardt, Photographer 1392 to present
social media outlets including Linkedln, Twitter, Facebook, Yelp, YouTube, & Slideshare 3
=  Design and maintain websites and conterd to build search engine cptimization and emph N .
= Cresfe logos, brochures, repoets, promotional materials, fiyers, advertisements and cthe T epresent the Education
organization
= Present izafion i ion at saminars, ity svents, informational meetings to share features and benefits of the ‘Social Media Specialist Cedificate, Social Media Markaing University - May 2010
‘organization Elgin Leadership Academy, Cerificate - Elgin Community College/Elgin Chamber of Commerce

= Actvely networked with community and buziness lesders to improve organization's visibility

= White conterd amd post adicles for a blog and e-newsletisr for the orgarization

= White press relesse contert and mainain a relatorship with members of the press

= Developed and taught warkshops on Linkedin to over 400 commurity and business members in a § month perod
.

.

Plan, coordinate and b s for empl and ity members
Promaoted parner orjanizations everts ard activities to custorness ard followers
Saved the orgarization over $130¥. in consuliing fees by pesforming oparafions in-kouss

Managerial

= Communicates wel with commurity organizafions to schisve kigh visiiliy in onmmunﬂy

= Ower 20 years of proven managenal expesience in the areas of retail, ing, and office e t=

= Extremely knowledgzable in all aspects of human resources encompassing screering, inferviswing and developing training plans
and arizntations

= Determine and recommend employes refations practices to establish a pesifive employer-employee relationship, and promaota high
level of employes morale

= Officer in family vamed business as wall as owner of posrait and specialty phofography business

»  Supenized in excess of 30 employses

= Proficient in time management and seiforganization

Planning and Coordinating

= Keen ahilty to utiize PC in cresfion of reponts, web design, marketing matesials, e-communications and media releasss

= Collshorated with multiple agercies to creste and distibutes compilzd prrted matesals for depasments and agencizs in the State
of lllingiz.

= Prepared and implemertsd trainieg programs for park-fime employess

»  Develped and sdministersd compreharsive women's health program

®  Actively involved in sres civic organizations' fundraising acfiviies

= Consistently coordinated logistics for vadows meefings, special evends, ard travel for senior level managers

Southem lllinoz University Bachelor of Sciercs, Speech Commurication Minor(s): Psychology amd Business Administration

i= 3 clear example of someone wha "The Greater Good” t2rm was mads for. Her work with KCOEE ard especially her use of
Social Media iz QUTSTANDING. She is constantly pasting semirars, connecdions, jobs and tons of things to help those in these tough
ecomomic imes. She iz also very willing to sperd fime to leam how to use Socisl Media tools, fechriquas and methodologies. . to help
nthers! Srarh her nut view hee wnse and lesm from a tas prol®

5 expertiss in socisl media and her abiity o spply social media tocls and services within the professional word is simply
impressive. She brings decades of real wodd business expenencs fo the vifual realm, helping individuals and busmesses understand
the value of social media on their terms. Her marketing expenenca has also proven to be nof only ingenious during our 3. mpsth social
media webinar serizs, but strangly appreciated and valued by our 400+ pardicipants. I3z 3 dynamic prsonality that draws interest
and ercowages padicipation even through webinar. | has besn 3 great pleasure workieg with kar and | am excitzd to da many other
nmircts fnnsthes

“Thighly recommend . :to prEenta pm;ra’r.i:n \wrgrwp :rolgamzahcn Des plwded El weaﬂh aof information on FESOUICES for
businesses; include g I i qL -

Chab thizmeek, Lye known fnrrran} years and always fird h=ruery engaging, ful cfen=rg)' and Icnowledgeable .l\s mame‘hng
woordinatoe for the Kane County Dept. of Employment & Education, she has a lot of expertise o share. Take advantags of her
presentationt is also quoted in the Daily Herald today at

Inttgy: e daityherald. comiarticle/20110203mews 7020297300
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