No Name

1234 Address Write here

Norman, CA 123456

(000) 833-1997

E-mail: noname@xxx.net

Education

University of XXX Norman, CA



College of Business




Master of Business Administration, May 2001




University of XXX Norman, CA

Bachelor of Science, Health & Sport Sciences, August 2000
Major GPA 3.92 on 4.0 scale


Experience

XXX Neurosurgical and David Casper, MD

August 2000 – Present
Webmaster/Computer Specialist

· Develop and maintain websites for two physicians’ offices

· Design databases for submitted patient forms from websites

· Perform MS troubleshooting to staff members

Nov. 1997 – Aug. 1999 
University of XXX Health Sciences Center, CA 



Research Assistant to Chief of Hem/Onc Section of Medical School

· Presented project development updates at patient quarterly meetings
· Instituted follow-up with patients and their physicians across U.S. & Guam
· Maintained patient databases and charts
May 1997 – Aug. 1999
XXX Blood Institute, CA 
Therapeutic Apherisis Technician 
· Performed perioperative autologous blood transfusions in surgical cases

· Assumed emergency call responsibilities 14 days per month

· Evaluated equipment performance monthly for quality control

Skills


Computer Skills

· MOUS (Microsoft Office User Specialist) Certification: Excel 2000 Expert, Word 2000 Expert

· MOUS Cert. Pending: PowerPoint 2000, Access 2000, Outlook 2000

· ExecuTrain certificate: FrontPage 2000 Advanced, HTML 4.0 Advanced

· Windows 95/98, Internet Explorer, Eudora Pro, Palm, Quick Books Pro

General Skills

· Migrate to leader positions in peer-based groups

· Self-motivated, quick to learn, proven time management skills, 
implicit ability to organize details

· Strong working knowledge of Korean

Activities/Honors

· Graduate Student Senate, College of Business Senator

· Make-A-Wish Foundation, Volunteer Coordinator

· New Sooner Orientation Executive Committee, Volunteer Staff Chair

· XXX Heart Association Walk, Team Captain

· XXX Food and Shelter for Friends, Volunteer

· XXX Battered Women’s Shelter, Sponsor

· President’s Honor Roll Fall 1999 (4.0 GPA)

· University of XXX Scholar

References

Available upon request
