Here's an example of a functional resume that emphasizes functional skills.

Sharon Blachly
666 W. 13th Street
Apt. 66-Y
New York, NY 10011
(212) 575-0440
blach@aol.com

SUMMARY OF SKILLS: 

· Microsoft Office 

· Microsoft Word 

· Word Perfect 6.1 

· Lotus 1-2-3 for Windows 

· Excel 

· Telemarketing sales 

· Typing (55 wpm) 

· Windows 95, 98 operating systems

PROFESSIONAL EXPERIENCE: 

2000 - Present: Membership Services & Sales 

The Boys and Girls Club 

· Contributed to the increase membership sales for nursery education and program classes by 23% from 1996 to 1998 

· Actively canvassed prospective and current members 

· Educated new members about payment plan options 

· Processed membership registration for prospective and current members 

1996-2000: Administrative Assistant 

Scaffolding, Inc. 

· Maintained executive meeting schedule and travel arrangements 

· Coordinated client and interoffice files and paperwork 

· Managed distribution in a Lotus 1-2-3 database 

· Met and greeted clients 

EDUCATION: 

B.A. in Business & Computer Science, 2000
SUNY Albany, Albany, NY

Source: Vault.com
