John Smith 







      Address: 55 NW State St – Olympia, NY 99999

     Phone (555) 555-5555 – E-Mail: Youremail@aol.com
PROFESSIONAL PROFILE 
• Thorough knowledge and experience in the Sports Journalism and Broadcasting industry
• Bachelor of Science Degree; Management and administrative experience including payroll 


• Professional background in Technical Support and project management 
PROFESSIONAL EDUCATION
Bachelor of Science – Degree/Dean’s List 
1988-2002
Liberty University
* School of Industrial and Labor Relations - 1988

* Human Resources Studies – Certificate - 2002
Legal studies – University of Oregon
1981







      1977-1981






           Wellesley, MA
PROFESSIONAL EXPERIENCE
Sports Journalism/Broadcasting Experience
• Scoring minor league baseball games 

• Utilize The Client software for updating score 
• Completed certificates of performance

• Worked with Jones Media & John Tesh Radio show 
• Verified box scores and play by play


• Finalized daily program logs – gave copy to commercials  
• Invoices and Accounts receivable/3 stations
• Coordinated with sales staff regarding debt collection
• Completed Network affiliate affidavits 

• Accessed air times from daily logs to complete process 
• Assisted with client promotions as needed

• Notified various station contest winners by phone 
• Write player feature stories routinely


• Transcribed interviews with coaches and players 

• Answered radio listener phones lines 


• Announced news and weather updates at top of hour
• Contributed weekly articles on the NBA, NCAA, and current basketball headlines 
• Spun vinyl records, and played tapes on the overnight shift for local college station

– MLB.com – Datacaster






      



       2005-Present
– WFAS FM/AM & WFAF FM – Asst. Traffic Coordinator


                   2003-2004
– WFAN Sports Radio 66 AM – Traffic/Promotions

      



           2003-2004
– Hoopstown Online – Intern Columnist






                   2003-2004
– WVBR 93.5 FM – Overnight Disk Jockey





                   1987-1988
Administrative Support and Management
• Accounts Receivable and payable operations
• Scheduling appointments, and answering phones 
• Ordered supplies, maintained inventory

• Assisted clients with functionality of company website
• Presented company demo at trade shows

• Created brochures for New York State Accreditation  

• Maintained finite attendance tracking system
• Arranged course curriculum for 1st & 2nd year cadets

• Processed grades and finalized transcripts 

• Administered final exams; communicated with staff 

• Entered serial numbers into IBM system

• Inputted payroll, reception for two IBM branch offices

– License Monitor, Inc – Office Manager



      



       2005-Present
– Salvation Army: School for Officer Training – administrative support                   2004-2005
– IBM – Administration




                   




   1991-1992
Engineer/Technical Support
• Primary IBM Technician for all brokerage houses including Morgan Stanley and Merrill Lynch

• Project Manager for office installations – 100 workstations, displays, servers, routers, hubs, and printers 
• Managed vendors and contractors as needed
• System reconfigurations, equipment moves, bios upgrades
• Provided remote and onsite technical support
• Trained staff and customers on hardware and software

• Perfect Attendance record during 12 years

• Achieved highest customer satisfaction in IBM territory  
– IBM – Customer Engineer



      



       



   1992-2003
TECHNICAL QUALIFICATIONS

Hardware: Multiple platforms and company names – servers, workstations, and laser jet printers
Software:  Mac & PC; Linux, AIX/UNIX, Novell, Netware, Microsoft Office, numerous others










