
YOUR NAME





123 Anywhere St. – Someplace, NY 45678


(555) 555-9876














EDUCATION





Bachelor of Fine Arts


Big Ass University


Someplace, NY


Fall 2003





SKILLS


 


Software


Microsoft Windows


Mac OSX


Microsoft Office


Lotus Notes


IBM - TSO


 


Hardware


PC / Mac systems


multimedia peripherals


 


Languages


HTML / CSS / XML





working knowledge


JavaScript


Visual Basic


SQL and JCL





ACHIEVEMENTS





Computer Technician


Reconstructed several


procedure documents


in Lotus Notes





Computer Operator


Designed visitor badges





Created visual aids for datacenter tours





Shipping/Receiving Manager


Created simple databases for monitoring incoming and outgoing products





EXPERIENCE





Computer Technician	Aug 2004 – Mar 2006


Big Ass University, Information Technology Division. Someplace, NY


Monitored nightly batch production for SCT systems


Started and stopped online applications in accordance with schedule


Performed MTO duties for CICS regions serving the SCT systems


Used TSO to make changes to JCL when necessary


Contacted production specialist, programmer, or analyst as needed


Maintained documentation in Lotus Notes





Computer Operator	Aug 2001 – Aug 2004


Big Ass University, Information Technology Division. Someplace, NY


part time: Aug 2001 - Mar 2004. full time: Mar 2004 - Aug 2004


Monitored Novell Netware and Lotus Domino servers


Installed server hardware, SAN fiber, ethernet, and KVM connections


Operated Xerox 4135 and Xerox 6100 high volume printers


Monitored IBM 7060-H70 mainframe and IBM 3494 tape silo


Distributed mainframe-generated reports to respective departments


Contacted system administrators when problems arose





RMA-Shipping-Receiving Manager	Aug 1999 - Dec 2000


Big Dumb Computer Store. Someplace, NY


Received purchases into inventory, generated daily shortage list


Allocated incoming merchandise with customer orders


RMA - Diagnosed and returned faulty merchandise to vendor


Gained experience with placing orders with multiple vendors


Operated register and storefront


Performed clerical duties, communicated with vendors and customers


Managed sales and shipping for eBay marketplace





Computing Consultant	Aug 1998 - May 1999


Big Ass University, Residential Life. Someplace, NY


Assisted students with onsite network-related computer needs


Offered technical strategies to better suit students' needs





Computer Lab Assistant	Sep 1996 - May 1999


Big Ass University, Information Technology Division. Someplace, NY


Assisted users with various computer issues


Responsible for lab appearance and cleanliness


Repaired computer systems on a part-time basis





ACCOMPLISHMENTS





Designed machine room visitor badges


Designed visual aids for enterprise web data processing











