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DALE R. WHITAKER
123 Sample Street, Anytown, AZ 85000 Phone: 555-0100 dalewhitaker1951@example.com

OBJECTIVE
To obtain a position where I can use my skills and experience to help a company grow and succeed.

WORK EXPERIENCE
Office Manager, Southwest Supply Co. 1998 to 2019
Responsible for office duties. Answered phones. Was in charge of filing and ordering supplies.
Worked with many different people. Helped with various projects as needed.
Sales Clerk, Harlan’s Hardware 1990-1996
Helped customers. Stocked shelves. Ran the register. Good with people.
customer service rep, Valley Telephone Company 1983 – 1990
Handled customer complaints and billing questions.

EDUCATION
High School Diploma, Lincoln High School, 1969
Took some classes at community college

SKILLS

• Microsoft Word, Excel, and the Internet

• Typing

• Hard worker, dependable, team player

• Detail-oriented

• Fast learner

INTERESTS
Fishing, gardening, grandchildren, reading mystery novels

REFERENCES
Available upon request.


