
LARRY C. LAB
___________________________________________________________________________________________________________________________
123 Gene Way
         San Mateo, CA 94402                 larry@lab.com
          (650) 375-5555

OBJECTIVE:  Lab Assistant, Research Assistant, Bio-Process Technician or related position. 
HIGHLIGHTS OF QUALIFICATIONS
· 1.5 years of experience and education in bio-science field. 

· Familiar with variety of laboratory equipment and procedures.  Performed high quality lab experiments.  

· Accurate and detailed lab note taking.

· Strict adherence to safety guidelines and procedures. 

· Take direction well.  Work well with minimal supervision. 

· Dependable, flexible, highly accurate and thorough. 

· Open to flexible work schedule.  Able to lift 30 pounds. 

SUMMARY OF BIO-SCIENCE SKILLS
· Used various laboratory equipment including compound microscope, spectrophotometer, digital and triple-beam balances, Bunsen burner, and pH meter to perform experiments. 

· Conducted acid-base titration experiments.

· Performed gravimetric analysis, oxidation-reduction reactions, hydrolysis reactions, chromatography experiments, and worked with normality. 

· Kept detailed, accurate, and thorough lab journal of each experiment conducted.  Journal entries were dated, titled, initialed, and signed by lab instructor.  Accounted for systematic and random errors of each experiment and changes in procedures.  Kept accurate documentation of experimental results. 

· Adhered to all laboratory safety guidelines and procedures.   Reported all safety concerns to lab manager.    

· Skilled at care of glassware including prepping materials for sterilization and baking, loading and unloading of washers, ovens and autoclaves.  Worked with hazardous materials such as acids and flammable materials. 
· Used computer to enter data and documentation information.  Used MS Word and Excel to complete various assignments. 
· Completed assigned lab projects and tasks in timely and thorough manner.  
EDUCATION/ASSOCIATIONS
2005-Present

A.S. Degree, Life Sciences (GPA – 3.4)
College of San Mateo, San Mateo, CA





(expected completion – May 2009)




Will transfer to local university – fall 2009 



2005-Present

Member of CSM Science Club
EXPERIENCE
2005-Present

Sales Associate



Home Depot, San Mateo, CA 
2003-2005


Youth Counselor



Rainbow River Camp, Los Angeles, CA

2003


Sales Associate



Mervyns, Hillsdale Mall, San Mateo, CA 

BRUNO C. BUSINESS
___________________________________________________________________________________________________________________________

123 Broadway Lane
         San Mateo, CA 94402                bruno@work.com                (650) 375-5555

OBJECTIVE: Position as a Junior Accountant, Accounting Assistant or related position.
HIGHLIGHTS OF QUALIFICATIONS
· 1.5 years of experience and education in accounting related work. 

· Competent and experienced in using QuickBooks and Peachtree software. 

· Skilled at journalizing transactions, categorizing accurately.

· Certificate, Accounting Assistant II program, expected completion – December 2008.

· 5 years of customer service experience.

· Strong aptitude for numbers. Achieved 98% accuracy rating in calculations.   

· Hard working, honest and very reliable.
10 Key By-Touch

MS Excel

Peachtree
    QuickBooks

   Accounting 


SUMMARY OF EXPERIENCE
Accounting Skills

· Used Quick Books to set up initial books – including general ledger, accounts payable, accounts receivable, payroll, trial balances, financial statements and closings -- for three small businesses (fictitious). 

· Used MS Access to create database for CSM Social Science Department experiment.  Generated forms and reports and visually displayed data. 

· At Longs, balanced daily transactions and logged data into custom software program.  

· Used MS Excel to design spreadsheets which tracked daily and monthly department sales and expenses.  Analyzed data and made cost-cutting recommendations resulting in a savings of 10%. 

· Produced monthly financial statements and bank reconciliations. 

· Made daily bank deposits.

· Skilled at calculating interest rates, discount, financial statements and ratios. 

· Excellent 10-key by-touch –  212 key strokes per minute. 

Customer Relations Skills 

· 5 years of customer service experience.  Skilled at answering customer questions, creatively resolving problems, and effectively dealing with difficult customers. 

· At Comcast Cable, quickly and accurately updated customer records electronically.Noted questions or problems solved. 

· Processed 30 customer queries per hour – establishing a department record for speed and efficiency.   

EDUCATION
2006-Present

Certificate, Accounting Assistant II 
College of San Mateo, San Mateo, CA





(expected completion December 2008)

EXPERIENCE
2004-Present

Lead Sales Assistant 



Longs Drug Store, Foster City, CA
2000-2003


Shipping & Receiving Assistant

Loew’s, San Carlos, CA 

1998-2000


Customer Service Representative

Comcast Cable, San Francisco, CA

