JANE DOE

XXX STREET, CITY, STATE XXXXX ¢« PHONE: (xxx) xxx - xxxx * JANE.DOE@GMAIL.COM

WORK EXPERIENCE

Private Homecare, City, State Jun 2015 - Present
Care Provider
e Provide full time homecare for elderly patient
e Responsible for administering medications, appointment scheduling, cooking, house work, and running errands
e Advocate for patient by clarifying communications with doctors and compiling health history to prevent incorrect
medical diagnoses
e Empower patient to take part in medical care by practicing communication and language skills with medical personnel

Company 5, Company 4, Postmates, Grubhub, Delivery Company 1, City, State Feb 2016 — Oct 2019
Courier
e Resolve delivery issues through high levels of communications with dispatcher, clients, messenger centers to provide a
seamless delivery experience under demanding deadlines
e Analyze most efficient routes for 10-22 daily deliveries by factoring in weather, traffic conditions, mode of
transportation, weight of package, and urgency of delivery
e Respond to customer calls and texts while navigating city to de-escalate concerns
e Adopt new technology, procedures, and protocols for 5 different delivery companies

Private Client, Kissimmee, FL Mar 2019 — June 2019
Interim Property Manager

e Signed off and oversaw $12,000 in housing renovations to prepare property for rental

e Interviewed and hired vacation rental company for long term property management

e Corresponded with rental company, maintenance, and property owners over four months to resolve rental issues

Multiple Clients, City, State Sep 2013 — Sep 2016
Child Care Provider

e Utilized games, technology, and toys to spark creative and intellectual development in children ages 2 - 15

e Answered wide range of child care needs for parents in need of afternoon care, work, and evenings out

e Supervised children at extracurricular activities and transport to and from locations

e Engaged with children on individual basis to foster positive social and emotional growth
Some Library, City. State Feb 2009 — Jun 2010
Student Aide

e Provided general administrative support including: organizing files, proofreading and formatting documents, answering
telephones, supporting front desk reception and other administrative duties as needed

e Assisted new trainees in dealing with patrons and using library services

e [Exercised multi-tasking skills to manage numerous tasks at any given time

Rite Aid, City, State Jun 2008 — Nov 2008
Sales Associate
e Supported day to day operations and management of facility by processing claims for stolen merchandise, checking for
inventory errors
e Handled $1000 - $3000 in daily cash and credit transactions
e Ensured consistent and high levels of customer service on a daily basis

EDUCATION
Some College, City, State Sep 2008 — Dec 2014

SKILLS

Computer: Excellent knowledge of Microsoft Word, Powerpoint, Excel, VLookup



