Note…Do not staple or duplex actual resume!

Jacob “Jake” Riley
jakeriley@gmail.com
Current Address






    

Permanent Address

DSU Box 3174







   

603 Park Avenue

Cleveland, Mississippi 38733





   

Greenville, Mississippi 38701

(662) 123-4567







    

(662)325-4680

OBJECTIVE:  
To obtain an entry-level marketing and management position with a leading business organization to utilize my experience.  
EDUCATION:

2007-Present

Delta State University




  
Cleveland, Mississippi



Bachelor of Business Administration




Major:  Management & Marketing, GPA 3.4



Anticipated Graduation Date:  May 2009
2005-2007

Mississippi Delta Community College


  
Moorhead, Mississippi



Associate Degree:  Business Administration

RELATED WORK EXPERIENCE:

2007 – 2008

Delta Regional Chemical Company

     

Cleveland, Mississippi




Warehouse Assistant 

· Assisted in managing product delivery for accuracy and timeliness

· Redesigned product delivery model which increased customer satisfaction by 57%

· Performed routine compliance, environmental, and inventory audits

· Trained new employees
2005-2007

Clark Jewelry & Gifts





Cleveland, Mississippi




Sales Associate

· Handled floor sales & assisted customers with purchases
· Designed & implemented new gift registry that provided on-line access of customer’s gift list
· Assisted in daily bookkeeping and monthly billing
· Developed special wedding sales promotion, which expanded wedding-related sales by 35%
OTHER WORK EXPERIENCE
2007-Present

Delta State University, College of Education


Cleveland, Mississippi




Office Assistant

· Operate telephone switchboard and direct callers accordingly

· Assist Dean’s secretary in daily office tasks, such as copying, faxing, sorting, filing, etc.

HONORS & ACTIVITIES:


· Dean’s List





· Delta Mu Delta, Business Honor Society


· Volunteer, American Cancer Society

· Student Accountants and Business Administrators, Vice President

SKILLS:
Word Processing, Excel, Power Point, Programming, CPR Certified
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REFERENCES:

Mr. Kevin L. Shelton
Former Supervisor / Owner & Partner

Delta Regional Chemical Company
Cleveland, Mississippi 38733

(662) 846-0000

Shelton@drcc.com
Mr. George C. Wingard

Former Supervisor / Owner

Wingard & Associates Lawn Care
Cleveland, Mississippi 38733

(662) 846-1111

wingard@cutgrass.com
Dr. Cooper Johnson
Academic Advisor / Chair, Division of Management, 
Marketing, Office Administration, and Business Communication

Delta State University

Cleveland, MS 38733

(662)846-2222
cjohnson@deltastate.edu
Dr. Lucy E. Davis

Wingard & Associates Client / Physician
Cleveland Medical Clinic

Cleveland, Mississippi 38733

(662) 846-3333

ldavis@clevelandmed.com
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