Jane Q. Doe
000 Street Address

Fairmont, WV 26554
(304) 000-0000

Youremail@yahoo.com
OBJECTIVE:  To obtain a position as a (insert desired position or job title).

EDUCATION

06/2010—03/2011

OIC Training Academy, Fairmont, WV

Medical Assistant Certificate
Achievements:  “Certificate of Attendance”

02/15/2011


American Red Cross, Fairmont, WV
First Aid/ CPR Certified
09/2005—06/2009

High School or College, Fairmont, WV





Degree or Diploma





(Achievements or Activities can be listed here)
EMPLOYMENT
02/2011—03/2011

Externship Site, City, State

Medical Assistant Student Externship
(Duties/ Accomplishments can be listed here)
02/2011—03/2011

Employer, City, State

Position Title

(Duties/ Accomplishments can be listed here)
02/2011—03/2011

Employer, City, State

Position Title

(Duties/ Accomplishments can be listed here)
SKILLS

· Proficient with Microsoft Office

· Good Communication Skills

· HIPPA Rules & Regulations

· OSHA Standards
· Skill 5

· Skill 6

· Skill 7

· Skill 8
