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Examinations Officer CV Template
Sept 2012 — Feb 2013 Exam Invigilator BC College
Main duties performed:

# To organise and set up exam room (e.g. laying out tables, etc)

Making sure the classroom is tidy for exams and cleaning up afterwards

* Catering for the needs and requirements of special needs students and those
students with leaming difficulties or special dreumstances

# Ensuring the student registration data is accurate and up to date

+ Ensuring the relevant staffhave up to date invigilation training

* Ensuring that all exam materials delivered to {college} are storedin safe and
secure location in line with the JCQ) requirements

Jul2012 - Sept 2012 Assistant Exams Officer  Kent Sixth Form
Main duties performed:

®  Agsisting the Exam Invigilator with examination-related rasks and duties as and
when appropriate

‘General admin duties such as dealing with the post, mailing and clerical work
Handing out exam papers, workbooks and calculators to students

Booking rooms

Watching over voung leamers undertaking their examinations

To cover reception duties as required

LI R

Qualifications

¢ BTEC Apprenticeships: Learner Administration for Centre Co-ordinaters
* Level2 ECDL (Computing)
o First Aid at Work

Skills

¥ Excellent communication and interpersonal skills

¥ Qutstanding crganization and time management skills

¥" The abilitv to eloquently and professionally spezk to a large group of people
¥ IT Skills (Microsoft Office and Tvping Speed 65wpm)

~ Full, Clean UK Driving License

Hobbies and interests

My greatest hobby in life is to be able to spend quality time with my family and friends.
1 also enjoy reading non-fiction books, eyeling dovwn the canals and going on road-trips.

References

Mr Jamie Chandler Mr Andrew Fraser

Examinations Manager, University of Kent Vice-principal, BC College

Address: 31 East 5t, Flight, NG31 6LT Address: 89 Guild 5t, London, N9 3ZH
Tel: 0223 341 2224 Tel: 0223 744 2238

Email: jamiechandler@kent ac uk Email: andrewfraser@bec.acuk
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Consulting Resume Sample

by Resume Genius

RESUME SUMMARY

B porekhodicood

Performance-focused and resourceful professional with 10+ years of
experience in providing consulting and implementing solutions for
diverse industry clients, Proven track record in deving client success and
retention by offering innovative, personalized solutions targeting specific
«client needs. Instrumental in leading teams and collaborating across
functions to execute projects and meet critical targets.

EXPERIENCE

% 212475 8945

47 Bim Averue
Neew ark City, NY 10447
L S

SKILLS
MANAGER Oracle E-Business Suite
Bain & Company, New York City, NY / September 2014-present

= Lead a cross-functional team of 12+ highly skilled professionals to

Enterprise Software

coordinate the planning and implementation of robust solutions
for large-scabe accounts

= Identify clients’ needs and risks 1o determine suitable services

Problem Solving

Software as a Service

and products consistent with their unique business requirements. Change Management
= Manage Clevel relationships with major banking industry clients,
offering strategic and technical support on solution CRM
implementation and change management MNegotiation
= Owversee projects from planning through to roll out, ensuring
timely completion of all milestones on average 7% under budget
EDUCATION
CONSULTANT BS Business Management
Ovocle Softwore, Red Wood Shores, CA / june 2009-August 2016 Sanoma State University
= Collaborated closely with a team of 20+ consultants as well as 2005-2009

clients to identify needs and propose customized solutions to
streamling business processes
*  Acted as a change agent. providing critical business insights and
training to client teams (o ensure successful roll-out of products
= Drove awareness and adoption of products and solutions within
the company
«  Enhanced company offerings by 47% by recommending
product enhancements and process improvements

Honors: cumn loude
GPA: 39740

AWARDS

CEQ Today Awards
Bost Neweomr
201

Cv template word examples. How to do a cv template on word. How to create a cv template on word. Best cv template for word.

Does it spark joy? That familiar phrase has become the motto of minimalists everywhere. If it doesn’t bring you joy or serve your needs in some way, get rid of it. The same philosophy could be applied to your resume. A cluttered resume won’t help you land an interview. In fact, it’'s one of many mistakes that could be working against you as you search
for a job. That’s why we have created The Minimalist resume template just for you. It has everything that you need to make an impression, without the distracting elements that get in the way. The left margin of this resume template features subheadings along with matching icons. We’ve used a bright red for these so that they stand out, and grab the
eye of whoever is reading them. A cool little icon accompanies each heading, along with your contact information. Want an extra boost? Grab the premium pack that includes a matching cover letter template, as well as a two page version of the Minimalist template Freesumes is a leading provider of free resume templates that you can download and
tailor to your own needs using Microsoft Word. Template Updated (July, 2019):We’ve heard you! No more special font for the fancy icons, we’ve turned them into images (ready-to-use). File size: 74 KB Format: .docx Downloaded 148,502 times License: Free, personal use only. Please read the license terms for resources. Download We’re often asked
how you can do this and that when editing our free CV templates so we’ve created a ‘how to’ article to help you through some common tasks. All of the instructions relate to Microsoft Word 2010. If there’s something we’ve not covered here, please do leave a comment below and we’ll update this guide.NB: To download any of our CV templates in
Microsoft Word format, go to the individual CV template page and where it says “Price: Free Download”, click the ‘Free Download’ part. 1. How to install a new font for your CVLots of our CV templates use lovely fonts that you might not already have on your computer. We’ll usually give you the links, if not the font files themselves.(a) If we give you
the font filelf we give you the font itself (usually a TrueType font file), simply download the file, click on it and click install.(b) If we send you to a website (other than Google fonts)If you have to visit a website to get the font, find the download button (take care as often these are mixed in with adverts). For example:When you click download it will
either download a TTF file for you, or a Zip. If it’s a zip, open it up and locate the TrueType font file. Double click on this and choose INSTALL. Once installed, you'll find the font is available to use in Word and any other relevant applications.Your new font should also automatically apply to your CV template, provided that you didn’t open it first before
installing the font. If you did this, just compare your template to the preview photo, highlight any text where the font hasn’t applied and select the font in the font menu under the HOME tab in Word.(c) If we send you to Google fontsQuite a few of our CV templates use GOOGLE FONTS such as Open Sans. To install these, visit the page we’ve linked to
and click ‘Select this font’ (top right):A black dialogue box will appear bottom left. Click on the black bar to open it up, then click on the red arrow to the right:This will download a ZIP folder containing all the different font variations. You don’t have to install all of them - see which are needed for the CV. We use Open Sans a lot and we recommend
you grab Open Sans Regular, Light, Semi Bold and Extra Bold as these are the four styles from the Open Sans family that are used in our CV templates.Back to top2. How to create a circular photo for your CVHow do you get those nice round pictures that we always use in our templates?First, save your headshot as a square pic, somewhere you can
find it (like the Desktop!)Under the INSERT tab, click SHAPES and choose OVAL.Draw a circle, holding down SHIFT as you do (to make sure it’s even).Click on the circle and you’ll see the ‘Drawing Tools’ tab appear at the top. Click the tiny arrow to open up the ‘Format Picture’ dialogue.In that dialogue under FILL, click PICTURE OR TEXTURE FILL
and then click the FILE button underneath.Choose your CV pic and click INSERT. Your pic will now appear in the circle.You can add a border to the circle by clicking on it again to bring up the Drawing Tools menu. The option you need is SHAPE OUTLINE - from there you can choose the colour and weight, and you can even decide between a solid
border and dots/dashes:Back to top3. How to change the picture on your CVIf there’s already a photo on your CV (for example, because you’re using one of our fantastic CV templates), simply right click on the photo and choose ‘CHANGE PICTURE'. A box will pop up allowing you to locate the photo of your choice on your CV.Back to top4. How to
change the background on your CVSome of our CV templates have a background picture included - and you might decide you want to change this. First, be sure it’s actually a background picture (if you can click on it and select it, it’s a shape and you can move or resize it, or hit ENTER to delete).In Word 2010, you change the picture in the PAGE
LAYOUT tab. Under that tab choose PAGE COLOR > FILL EFFECTS like so:A dialogue box will pop up with four tabs - choose the PICTURE tab. Click SELECT PICTURE to choose a new picture. Alternatively, if you want a blank background, simply choose a plain white square < IF YOU RIGHT CLICK ON THIS LINK AND CHOOSE ‘SAVE LINK AS’, IT
WILL SAVE A WHITE SQUARE FOR YOU WHICH YOU CAN SET AS THE BACKGROUND. Back to top5. How to work with tables (enable text boundaries)This is a super useful feature of Word which allows you to see the boundaries of tables, without having to add in borders. In Word 2010 it’s in FILE > OPTIONS > ADVANCED under “Show
document content”.Our CV templates will either be created using text boxes (which have a fixed position) or tables. We tend to create them using tables as people find them easier to manipulate, especially if they want to add more content or an additional page. However, only bits of the tables will have borders, depending on the design - so you can’t
always see where they are. Sometimes none will have borders.If you enable “show text boundaries” you’ll be able to see where all of those hidden tables are, but those boundaries don’t show when you print the file or save it as a PDF. They make working with the CV templates a lot simpler.Back to top6. How to use drop capsDrop caps are an easy way
to make your CV look super swanky! They look really good with fonts like Times New Roman and Garamond. In Word 2010 you’ll find them under the INSERT tab, in the TEXT section. Simply highlight the drop cap and click the button.Note that there are twp options - Dropped or In Margin. You can see how the difference works with other text here:
Your choice really depends on what other text is going on the page.Unfortunately the Drop Caps feature doesn’t play nicely with Text Boxes or Tables so you have to break text out from those to be able to use the feature.Back to top7. How to insert a fancy text boxMS Word 2010 comes with a range of text boxes and our favourite is the Braces Quote.
This is a super way to insert a quote from one of your references into your CV template, or to add in a key achievement. You'll find this feature under INSERT > TEXT > TEXT BOX:Once you've inserted your quote, you might want to customise how it looks. You can drag it to the position you want it on the page and then double click to bring up the
drawing tools menu. To change the colour of the brackets, select SHAPE OUTLINE and choose a different colour. To change the colour of the text, simply highlight the text, click on the home menu and choose your font style and colour as normal. Don’t feel confined to choosing the same font face, colour or size as the rest of your template!Back to
top8. How to enable gridlines (for easy image/shape placement)Did you even know that Word had gridlines, a bit like a drawing programme? In Word 2010, these are under the VIEW tab, in the SHOW Section (Ruler, Gridlines and Navigation Pane are there). This outputs a grid onto your page which won’t show up when you’re printing or saving the
file. The gridlines make it much easier to drag around shapes and text boxes with confidence, so you know everything is lined up. Back to top9. How to change the letter spacingYou can add spacing to letters to make a fancier title. For example:To do this, under the Home tab in Word, click the tiny arrow underneath Font to bring up the Font menu.
Then click the ADVANCED tab and choose SPACING > EXPANDED. Add a value in the “By” box (e.g. 3pt).Back to top10. How to adjust space between textlf you're struggling with spacing your CV template beautifully, it’s good to know you can make fine adjustments without having to rely on your eyes! The menu you need can be found under the
HOME or PAGE LAYOUT tabs, and it is called ‘Paragraph’. Highlight the text you want to adjust, then click on the tiny arrow to the bottom right of the menu to open up the dialogue box.Here, you’ll see a number of settings and we’ve highlighted the ones you’ll be most interested in. You can choose to add space before or after a line of text (Spacing
Before / After) or, if you've highlighted a block of text, you may wish to adjust the line spacing (in many of our templates, we set this to MULTIPLE at 1.15). When you’re working with a block of text you will get different spacing effects if you check or uncheck the ‘Don’t add space between paragraphs of the same style’ box - so you'll need to
experiment to get the spacing you’re looking for.Back to top1l1. How to edit the page borderYou’ll notice lots of our CVs have page borders and these are really easy to adjust. You’ll find the page border button under PAGE LAYOUT in the PAGE BACKGROUND section.Here’s an example of the settings for a thick black page border all the way around
the page:The second window is really important - this appears when you click OPTIONS underneath “apply to: whole document”. If you don’t adjust this window, your border will appear a little way in to the page. This is probably better for home printing, but won’t look as smart as an edge-to-edge border. The key is on the Border and Shading Options
window (above right) to reduce the Margin to Opt and make sure under “Measure From” it says “Edge of Page”.Back to top12. How to add background colour to textTo give the text a coloured or shaded background like in the photo above, highlight the text and click on the paint bucket under Paragraph in the Home tab:You can then select your
choice of text background. The font spacing and text background colour are a really easy way to make attractive headings for your CV.Back to topl13. How to add an additional page to your CVThis is probably one of the most common queries we get. If you're working with a CV that was created using tables, you don’t need to do anything special to add
a further page. Keep adding in your content and the CV will simply spill onto the next page.If however you're working with one of the templates that lays everything out in boxes (and we have just a few of those), there’s no easy way to create a second page in the same document. The best thing to do here is to simply go to FILE > ‘Save as’ and save
another copy of the template, then edit this as your second page.Back to top14. How to line up templates that use objectsA small number of our templates do not use tables - instead they use objects that are placed on the page. We recommend you enable the grid to help you line these up (see above). However, there’s a more accurate way of getting
perfect spacing.You’ll see that all the elements can be dragged around and you might find yourself shifting headings up and down to fit your information - so how do you make sure they are perfectly aligned afterwards?If the element is an ICON:Right click on the iconChoose ‘SIZE AND POSITION’Select the ‘POSITION’ tab.From here you can ensure
the Horizontal ‘Absolute Position’ matches all the other icons.For example, on our Achiever CV template, this is the setting for lining up the Contact and Social Media icons:There’s a slightly different way to do the same thing for the other elements in the template (horizontal lines and text):Hover over the edge of the element until the cross hair
appears.Right click and choose “More Layout Options”.Navigate to the position tab.Again, on our Achiever CV template this is the setting for lining up the Contact and Social Media text:And finally on the Achiever CV template, this is the setting for lining up the headings, lines and text in the right column:15. How to save and print your CV (for best
quality)Quite a few of our CV templates have images in them - but unfortunately Microsoft Word doesn’t always handle images well. There are two steps to take if your CV template doesn’t look perfect when you print it or save it as a PDF.Go to FILE > OPTIONS > ADVANCED and underneath ‘IMAGE SIZE AND QUALITY’ select ‘DO NOT COMPRESS
IMAGES IN FILE’.Save the template from Adobe Acrobat as a PDF, or whilst in Word, choose PRINT and then choose ‘PDF’ as the printer.Please note that with regret, due to the large number of people downloading our templates and the fact that our service is free, we are unable to provide individual support on editing the templates. We will
however do our best to update this article with guides on making common adjustments so do comment below if you are having an issue!
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