Resume Practice FormattingIn this practice, you format and edit the raw text of a resume, turning it into a beautiful resume:
1. Copy the text below this box, and paste it into a word-processing software, such as Microsoft Word.
2. Put major sections in a standard, accepted order.
3. Use a style of chronological order that is standard for resumes.
4. Use more easily scannable formatting where possible for some paragraphs.
5. Make capitalization consistent for same types of information throughout.
6. Standardize order of information in work titles (job, company, location, dates).
7. Make use of italics and bold consistent.
8. Use past tense and present tense consistently and according to context.
9. Fix any typos you find.
10. Reduce word count of excessively long paragraphs without eliminating important information.
11. Do any rephrasing you think is necessary.
12. Fonts, color, margins are entirely your choices, keeping in mind the general heading guidelines!
13. Name this file beginning with some identifiable part of your name followed by _resumepractice, and e-mail it to your instructor.



Evander X. Smythe 
1307 Rattan Drive, Smithville, TX 78000 | T: 512-000-0000 | Email: evanderxs@gmail.com 
 CUSTOMER SERVICE AND SALES PROFESSIONAL
Inventory Management | Efficiency Improvement | Process Enhancement | Continuous Learning | Program Development 
 A customer-focused and goal-driven strategic thinker and problem solver who offers over 10 years of experience in Sales and Customer Service, exceeding goals and growing revenue for employers. A hands-on team player who is ready to assume responsibility and drive changes at different levels. An effective communicator with a commitment to providing the best experience to all customers, guests, partners, and vendors. A dependable conflict manager, able to encourage positive interaction and develop win-win solutions to escalating situations. Skilled in working with children, demonstrating a calm demeanor that prevents them from engaging in disruptive conduct. Eager and willing to travel wherever the job entails.
 Volunteer Service 
 Volunteer, Equine THERAPEUTIC RIDING CENTER, Manor, TX  November/2011 – Present – 2 hrs. 
Design strategic initiatives to streamline resources and increase efficiencies of the equine sessions aimed to support people with special needs and foster their development. Engaged in marketing activities by promoting the centers products and services through website, social media, and community outlets, reaching a steady growth in numbers of clients, volunteers, and donors. Plan and cordinate fundraising events that have already resulted in a significant revenue increase.  
ADDITIONAL WORK EXPERIENCE 
Lot Technician, RV OUTLET MALL, Alexis, TX  09/2011 – Dec./2015 - 25 hrs. 
Together with the team, participated in cleaning, maintnance, painting, and yard care services of a 200-unit fleet and 10-acre facility to meet expectations of customers and staff. Managed inventory valued up to $2 million. 
Concession Cashier, WEBBERMARK (Webberville Convention Center), Webberville, TX  02/2010 – 07/2011 – 20hrs. 
Served from 6,800 to 8,700 people per event, delivering food and beverages, including alcoholic ones, in compliance with all applicable laws and procedures. Controll stocks and inventory as well as handled sales averaging $4,000 per stand per event. 
Floor Staff, Metro Blake THEATRES, Blake, TX   04/2008 – 01/2010 – 16 hrs. 
Monitored auditoriums for picture/sound quality, temperture, lighting, and other parameters. Led a 5-person team, delegating tasks assigned by management that included cleaning, inventory, maintenance.Answer attendees’ inquiries and concerns as well as observed guest behavior and age restrictions. Managed tills exceeding $1,500 and assisted up to 8,000 people per evening shift. 
WORK EXPERIENCE 
Kids Club Associate, Orinico GYM, McDade, TX  12/2015 – 08/2019 - 20 hrs. 
Maintained childcare facility up to the companys standards and policies, especially those related to safety. Defined age-appropriate activities and monitored children’s involvement in play and crafts, providing their parents with the freedom to pursue their fitness activities. Managed audiences of 20-25 children aged from 4 months to 11 years during a 5-hour shift.Certified to provide first aid and CPR as well as served as an emergency key holder. 
Online Grocery Associate, VALEYMART, Lexicon, TX 	08/2019 – Present - 32 hrs. 
Assist customers with online shopping for their groceries and general merchandise, fulfilling from 90 to 200 orders per day and keeping a shopping rate of 100 items per hour. Train new associates and junior staff to work in compliance with Walmart’s internal procedures and processes. Suggested and implemented process adjustments to improve efficiency and meet ever-changing deadlines. Investigates and corrects order issues and discrepancies.
EDUCATION 
AUSTIN COMMUNITY COLLEGE, Austin, TX 
Associate of Applied Science: Computer and User Support 	08/2019 – Present 
