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SAMPLE RESUME PHRASES
The information below can be used to write or improve a resume. They are examples of the possible duties for these jobs. Only use these phrases if they adequately describe duties you actually performed. 
Examples for other occupations can be found online at www.onetonline.org.
Cashier

· Provided quality customer service

· Maintained and managed store inventory

· Initiated sales and ensured customer satisfaction

· Performed cash management duties and processed sales transactions

· Demonstrated effective conflict resolution skills with customers

Server / Restaurant Worker

· Managed cash transactions

· Maintained positive customer relations
· Prepared quality food following detailed guidelines
· Courteously served quality food to customers
· Worked collaboratively as a team member in a fast-paced environment
Construction
· Studied specifications in building plans to prepare project layout and determine dimensions and materials required
· Selected appropriate equipment needed for each construction job
· Followed established safety rules and regulations to maintain a safe working environment
· Demonstrated knowledge of materials, methods, and tools involved in construction projects

Secretary / Administrative Assistant

· Performed office administrative duties for professional staff
· Maintained an efficient filing system for office
· Demonstrated excellent telephone and business communication skills
· Assisted supervisor with various office projects
· Performed tasks utilizing computer applications, including Microsoft Word and Excel
