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Leanne Rickard

8501 Millway Drive

Austin, Texas 78757-7542

(512)454-9749

e-mail labocory@msn.com
Professional Objective:
Seeking a part-time or full-time entry-level Registered Nurse position.  Special interest in Medical-Surgical, Pediatrics, and Hospice Care for pediatric patients.


Education:
· Associate of Applied Science in Nursing, Austin Community College, Austin, Texas, Graduate May 2009

· Cosmetology, Wynnewood Beauty College, Dallas, Texas, Graduate December 1980

Work Experience:
9/98-present

Domestic Engineer
Responsibilities include:

Nutrition, Childcare, First Aid, Cost Planning, Meal Preparation, Scheduling, Assigning, and Performing Household Chores, Activity Coordinator, Teaching, Conflict Resolution, and Basic Maintenance and Operation of a Household or Six
9/96-8/98:

Leanne’s Daycare

Owner and Operator of Registered Daycare
· Directly responsible for the total care of two to eight children
1/94-8/96

Twin Oaks Mobil
Office Manager
· Responsible for management of business office and six employees

· In charge of payroll and all bookkeeping duties for the business

· Maintained high degree of customer service and satisfaction

Professional Development/Certifications:
· Associate Degree Nursing Student Association-Member
· Healthfest 2008
· Flu Fight 2006
· Basic Computer Skills

· CPR/Basic Life Support  for Healthcare Providers
Organizations:
· Pillow Elementary PTA-Executive Board Member, Mentor, Tutor, Homeroom Chairperson, Hospitality Committee Chairperson, Environmental Committee Chairperson

· Burnet Middle School PTA-Member and Volunteer

· Anderson High School PTA-Member and Volunteer

· Hyde Park Christian Church-Sunday School Teacher, Board Member, Education Committee Chair, Worship Committee Member, Deaconess, Vacation Bible School Director and Teacher, King’s Kids Youth Sponsor (elementary), Chi Rho Youth Sponsor (middle school), CYF sponsor (high school), Acolyte Scheduling and Training
· University Hills Optimist Club-Member, Volunteer, Baseball Coach
JANE DOE
519 Tanner Trail

Pflugerville, TX  78660

(512) 990-5003

jdoe@hotmail.com
PROFESSIONAL OBJECTIVE:
To obtain entry level Registered Nurse position offering challenge and growth opportunities.  Special interest in Critical Care nursing (ICU).

EDUCATION:
Associate of Applied Science in Nursing, Austin Community College, TX  

          Graduate May 2009
Certified Emergency Medical Technician, Austin Community College, Austin TX

        
            May 2006
Bachelor of Science in Hotel and Restaurant Management, University of Wisconsin-Stout , WI
        August 2000
WORK EXPERIENCE:
Austin Community College, Austin, TX  






      2008-present
Peer Tutor for Nursing Program
· Assist and support fellow students with lecture material, nursing care plans, and lab skills

St. David’s Medical Center
, Austin, TX  





      2006-present
ER Technician
· Provide patient care including patient assessment, documentation, treatments, and transport

University Medical Center at Brackenridge, Austin, TX  





      2006
             
Clinical Preceptorship-Intensive Care Unit
· Responsible for direct care of ICU patients including on-going patient assessments, medication administration, hemodynamic monitoring, documentation, treatments, and performance of various nursing skills.

· Worked closely with nurse preceptor and all members of the medical team

Dell Computer Corporation, Austin, TX                                                                                                       2000-2006
Corporate Sales Representative-New York City Team
· Responsible for management of 14 million dollar platinum sales account in addition to maintaining and uncovering new opportunities in other accounts

· Provide customers with sales quotes and computer system packages and suggestions tailored to meet their unique computer needs and specifications

· Proven track record in meeting and exceeding quarterly revenue quotas for service sales

Circuit City, Austin, TX                                                                                                                                  1996-2000
Sales Counselor
· Maintained highest degree of customer service and satisfaction

· Proficient in meeting video, major appliance, and department sales quotas

Highland Superstores, Austin, TX                                                                                                                1996-1998
Sales Associate/Management
· Management duties included scheduling, new associate training, conducting sales meetings

· Recognized as a leader in providing exceptional customer service

ORGANIZATIONS:
Phi Theta Kappa Honor Society

Associate Degree Nursing Student Association

Who’s Who Award for American Junior Colleges

Pflugerville Volunteer Fire Department-Emergency Medical Services Division

References Available Upon Request
555 rising sun dr, pflugerville, tx 78660
512-222-5555 ( janedoe@gmail.com
jane marie doe
objective
To secure a beginning nursing position within a highly regarded acute care facility that offers considerable opportunity for professional growth and development.

Education
Associate of Applied Science in Nursing
      Austin Community College                       Austin, TX               Graduated: May 2009
Bachelor of Science - Psychology                               Iowa State University                                  Ames, IA                 Graduated: May 1995

Experience
May 2007 to Present                                                   UMC at Brackenridge                           Austin, TX

Clinical Assistant II

· Perform basic patient care including, but not limited to:  collecting and documenting vital signs, obtaining lab specimens, assisting with activities of daily living, ambulating and repositioning clients, providing food and fluid as ordered and reporting changes in baseline data to nursing staff.  

· Carry out unit clerk duties including: entering physician orders into hospital’s electronic charting system, relaying priority orders to nurses, pharmacists, and ancillary staff; answering phones, addressing patient and visitor inquiries, organizing patient charts, and obtaining supplies.  

· Implement special projects as assigned, such as: orienting new clinical assistants, meeting with prospective employees, tracking patient call patterns and maintaining & gathering JCAHO-related records.  

Apr 2002-May 2007 & Nov 1999-Oct 2000               American Cancer Society                    Austin, TX

Cancer Information Specialist

· Responded to emails posted to the Society’s website and phone calls to its toll-free hotline by providing cancer-related information and resources to patients, families and the public.

· Utilized extensive database containing disease information and national, regional and local resources related to cancer care providers, financial assistance, support groups and cancer programs.

· Assisted with special projects such as a piloting a telecommuting program, participating in quality review groups, and testing new information systems technology.   

· Trained and mentored new employees.

Nov 2000-Jan 2002                                             United States Peace Corps             Republic of Kiribati

Rural Community Health Educator

· Developed and delivered health information sessions to youth, women and community groups.

· Conducted needs assessment surveys regarding health priorities, practices and resources.

· Chaired the Women in Development/Gender and Development Peace Corps Kiribati Committee.

· Assisted local committees in project development and proposal writing for health-related projects.
Certificates
Basic Life Support for Healthcare Providers--CPR & AED    American Heart Association         June 2007
Basic Phlebotomy Skills                                                            Austin Community College          June 2009
	Misty Window

	222 N. Cloud Ave #2 ( Pflugerville, TX 78660 ( 512-555-5555 ( misty.window@gmail.com


	Objective
	To secure a position as a Registered Nurse, in which my education, training and skills may be effectively utilized in St. David’s commitment to excellent patient care.



	Education 

January 2008 – December 2009 

August 2001 - May 2005
	Associate of Applied Science in Nursing

Austin Community College

Bachelor of Science in Radio-TV-Film

University of Texas at Austin



	
	

	
	

	Work Experience

May 2009 - Present

August 2001 – August 2009


	St. David’s North Austin Medical Center

Cardiopulmonary Unit 3S

Patient Care Technician II

· Give excellent care to patients in a demanding 32 bed unit.

· Communicate with and assist patients, families and healthcare team members.

· Provide for patient safety, comfort, and well-being.

Truluck’s Seafood, Steak & Crab

Bartender, Dining Room and Banquet Server

· Provided customer service and unparalleled dining experience to guests.

· Ensured guest satisfaction in all components of service.

· Performed multiple job responsibilities at a time, by assisting the service team wherever needed.




	Skills
	· Resourceful team player who excels at building trusting relationships with patients and colleagues.

· Exceptional listener and communicator who effectively conveys information verbally and in writing. 
· Computer-literate performer with extensive software proficiency covering wide variety of applications. 

· Flexible team player who thrives in environments requiring ability to effectively prioritize and juggle multiple concurrent tasks. 

· Proven relationship-builder with unsurpassed interpersonal skills.
· Results-driven achiever with exemplary planning and organizational skills, along with a high degree of detail orientation. 

· Innovative problem-solver who can generate workable solutions and resolve complaints. 



	Organizations 

May 2008 – Present

January 2008 - Present
	Phi Theta Kappa Honor Society

Alpha Gamma Phi Chapter

Member

Austin Community College Associate Degree Nursing Student Association

Member




Sample Cover Letter
November 10, 2009
Kristie Cross, RN, MSN

Nurse Manager 7 East/7 West

Brackenridge Hospital

601 E. 15th Street

Austin, Texas  78701

Dear Ms. Cross:

Currently I am in the process of completing my final semester at Austin Community College in the Associate Degree Nursing Program.  Upon graduation in December 2003, I plan to begin my career as a Graduate Nurse.

I am seeking an entry-level staff Registered Nurse position in Medical-Surgical nursing.  As a nursing student, I have had positive experiences at Brackenridge Hospital and would like to join your team of professionals.

Attached is a copy of my resume.  At your earliest convenience, please contact me regarding possible employment opportunities at your facility.
Sincerely,

Peppermint Patty

Misty Window
222 N Cloud Ave #2 
Pflugerville, TX 78660
Cell No.: (512) 555-5555
Email: misty.window@gmail.com
October 9, 2011
Jane Smith, RN

Nurse Recruiter

North Austin Medical Center

12221 N. Mopac Expressway

Austin, TX 78758

Dearest Ms. Smith:

I have recently read your job posting at St. David's website and I am interested in applying as a full time entry-level nurse in your Medical-Surgical unit.  After viewing your website and seeing what St. David's has to offer, I realized that yours is an organization I would like to be affiliated with.

Currently, I am enrolled at Austin Community College pursuing an Associate Degree in Nursing.  I am in the process of completing my last semester and am scheduled to graduate in December 2009.  Upon graduation I would like to begin my career as a nurse.

What my resume does not reveal is my professional demeanor and appearance.  These qualities are of the utmost importance.  In me, you will discover a reliable, detail oriented and extremely hardworking individual - one who will serve as a model to encourage other staff members to demonstrate the same high standards of professionalism that your organization requires.

I would truly enjoy meeting with you so we may exchange information on what talents I may bring to your organization.  Please feel free to contact me at your earliest convenience. Thank you in advance for your time and consideration.

Sincerely,

Misty Window
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