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%W@JW’W&@ W*?e;w e
Maria Sanchez

Objective

To apply my organizational and computer skills as an Office Manager in a service-based
company or organiration

Education
1995-1956: Beachaide College, San Diego, CA

Administrative Assistant Certificate
Courses included:

.. * Computer Skills
Components' Fe{ir T —af —— - {Be
55 A&y L

15 7 Navigator P2 S
(9) 7 Navigator 5 B8 “close:«” (3%H) #&Hl, iR E Composer,

[PRRR—IBEHRT WeblGmX i+

F¥ Web EEBERTAXUBHELE-IXHXE, ARG ZA Wb B ARE
. ZH, FWWWERAR, TUBLARSBESXHNES. EEANE FEKE
B Web3s At X #, #% HTMLY BABRMBER L, #EEASEBFEXHLE
HoAokE—%, TURAGKEHT RE “HTM” 4% Web 35 K 0 H .

1.12 #5i@H R

{£ Microsoft Word @7 i A S, wTLAR S, EHHIZCA, T ElE
Composer FR{ZS ([ TT L, AR H AR e SCA B | 2] Composer /. 22433 Maria {§]
A, w1 jEazh Netscape Navigator, .7 Course Technology Student Online Companion, %%
Fi 1% Maria () 75] 5 & 2] Composer P2 AT L. Befi, & Fidm@ AR 2Ok K ft 3e 4.

T
(1) §%# Internet, 7£ Components % _F## “Navigator” (S:iidh) #Hl 5. &
5 4% 0 07 433 Dl 442 £ ) gy
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Navigator " J4¢ L¥ili “Location” (Hihl:) XAHE, A “www.course.com”, 10|44k,
] iR R, Berle “Jump list? %k, il “Student Online Companions”, ffl.
dr“QrﬁiiLluﬁ_\Yﬁh_SllﬁﬁllluﬁlIMEﬁ)Jﬂlﬁ" PRIGAEUnit AF i1 “Maria Sanches's Resume” »

(2) {ESEMA LN YA (4H8E) SN © Select AN (4eif) ML, H-fk
ik “Edit” ﬂ'iflj Pty “Copy” (&LHHl) #&#; 7 Components (41#) s Wil “Composer”
(HaeTdy ) %81 s ) {1 Composition TR & bl “New” 441 3|, idi “Blonk Page”
(200 0, Il “Bdit” SEMEPII ¢ Paste” CHG) 5.

J&H‘ Maria (R34 D5k §id 75 755 Composer [RISTRETT i 1.

) R MLy “File” BEMAIG “Save” M, HrILICH: 42k resume, L

i “Snv‘” YREIL (290034 |- ﬁfﬁ,& “Maria Sanchez's Resume”, #RJ78Ll “OK” %
o

(4) WEIDREESNIZUTTIME, 4 Composition [T B4 1Nl “Spelling” (PFE) 441
B M 1 A DR 1 IS

{E3, “Sanchez”, “Beachside”, “ Cortez" H1 “Catalina” [R5 K0k 11 iR .

(5) iREVHERESNIZL OIS, Brp “Maria Sanchez”, {0k LA LT “BEKIE
AFNE" Wik, RNl “Heading 17, : |

(6) ML “Objective”, JJH “Heading 2" #E; M|t “Objective” FifiifAIt
%, WH] “Heading 4" #; #RJiT, X “Work Experience” 1 “Volunteer Expericnce”
M “Heading 2" ¥, i 1-6 iR

Maria Sanchez
Objective
Ta wpply miy organizational ks compeder skiils §g wn ONice Managerin a sryiee-hasedeampany
or nrganizsllon )
Eduention _
1995 199¢6; ey hulde Collepe, San Diegn, CA
inh{rntfr:%n.ﬁ Cﬁﬂﬂ-’ i
l}wrm

+ Compute Skil b’lqm‘n 95y 97, wmu'qrm 60108, Lops)-2:3 DOS

naaicmmntln mlﬁmt 7
1 Adminivinlive
¢ Iniernet nmmmnmmm ml Web Page Deslgn

1590 - 1995: Folpt Chiy Secomlary School
Gradde 13 Giradusiion

Wark Experience

1904 - 1997 Wean Sido Publishing, 1501 F\llm Iiive, San Piega
Office Managee
Rsn-pmnhl.lllkl v buchends

duchion of o with M I OMee 97
1 nukmu publishlig af;nurmllml awigrinls with Micrsolt NW
o Adirinistradlon s p sba-ststlon Logal Atea Network
o Design andl creadop of the company web sils
w Ovganiearlon of offica provedures {n un elpht-person offise
* Manageimeqs of the conyrany dulahase
* Muintenance of financial reconls

1995 14996: lical loakkeoping, 3095 Wesl Ocorgs ireel, San Piege
Oiftce Assiviant (part-fine)

6 EELR N L SESTE €]
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Responsibilities included:

* Maintenance of company records
» Production of documents in Microsoft Word 7.0
& Organization of company database with Microsoft Access 7.0

1991 -1994 Camp Cortez, Catalina Island, CA

Camp Counselor {summers)

Responsibilities included:
* Supcrvision of groups of 10 campers aged 9 to 11
+ Organization of craft and sports activities
* Assistance with general office duties

Volunteer Experience

1993 -1995: Mothers' March, Orange County Chapter
General Office Duties (part-time: January to April)

1995 -1996 Beachside College Applied Business Technology Department
Srudent Activities Caordinator

B 1-6 AL

(7) EaREFZGGE, %EF “Administrative Assistant Certificate”, 7E#& T
Ak kM “Bold” (Mifk) 48l A, Fidadi “Talic” (fHk) & 4|, AEMm
B 1-6 B HoAth, T AEAREUY PR Fust s .

(8) HWENBERINZATE, EAPHEFITE Courses included IRV FifT, fEMENT RS L
iy “Bulletlist” (31HFS5I3R) #E"fﬂj, SR 1-6 B ool B B S H 7S

(9) 7 Composition T_H.-5& F#4; “Save” %4l .mJ’ ik “Preview” fifll #
BRE SR 1-73#47Eb 8. #) Navigator, #R57E Components % |- #i.ir “Composer”

ekl 2«

T~ Maiia Senthez"s Resume - N{:!st.ﬂp:l

Maria Sanchez :]

Objective

To apply my organizational and computer skills as an Office Manager in a service-based
company or organization

Education
1995-1996. Beachsnide College, San Diego, CA

Admirnisiregive Assistant Certificate
Courses mchuded

+ Computer Skulls Microsoft Office 9 95 and 97, WordPerfect 6 0 DOS, Lotus 1-2-3DOS =

& 7 [Document Dome = S

gsu-q BY Ernplopment Skiks af M {Kmnmmnm jlﬁum rpe—ry _44";'@@,” 48P
I 1-7  7E Navigator th 35 EHI{E B T
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(13 5b o fE A O o A ek
{1: Composer VT HE0 A TZ U SCA, 28 ) (1 Maria Web 5855001 G022 0] Q4 AS b i .
A IS Nl s A G BEEE . 055 3], BF2F 2 ZGHE OV e BYRE %, Wik AL
15 Ui WWW R SEAnt A
k.
(1) (¢ Composition "1 EL4& -8l “New” &4l _@_J, Mol “Blank Page” (%5
YU, BRIV ScAse Anisl -8 Ui, W VIR FL Yok S bt it

Murln Janvliea's Infereats

My Skills

(= Computer Applicatluns

« Micosoft Offiee 95 and Clfice 91 Word, Bieal, Powerloint, Avcess —

v Cared WondPededt 70 nnd WordPerfeet 6.0 DOS

Conelliaw 5.0

Taotus 192-3 Version §0 for Wimlows o .
Mivewsaly Bulilisher "“Jll |?‘1 I'a!'
v PageMaker 70 P

+ Neticaps Navigator and Microson Intefnet Haplives

e Keyboard ingg
v Bl wpnh
FRke 3 H% »Web Page Deslgni
+ Neticape Navigalor CGiold snd Netseape Composer

v Misrosolt Front Page
o Familiariry with HTML, CGI, and fava

My Interests
Haly and Hallan

Adter Ureceived my Adminiaicative Assisiant Certificate, 1 iravelled in tialy for two months with
three frlends Unved [ the poogram. We lad o glorious time in Maience Venice, Roie, wnd Nisples.

bkl 2 PEA—

-

T mor Infarmation abaug Ity check nut Ihis wel site;
Running

When | waned 20, 1 rgahiesd | wanted to achieve @ major fitness goal. Ui been qunaing on sl oil
aince high schonl and sa | declded (o train for o marathon. 1 got help fom iy Tocal Rowd Bunner's
It s stprfed tha long prosess of geltlag my body in shapa fora 20 2 mile (st Siaca 've alwiys
treen enupmaeed wiily (he Callfornis coast, T declded (o make my goul the Hig Sue Intesational
Magathen. Fhe nte rns alang highway Cae froam 1ig Sur i Cannelwnd features spectaculur
wivtiw and chiallanglng hills,

Fo moge informalion abint iarathons, cheek out this web site:

P18 AR B 2 A VY IR SCAR X
(2) LA “skills.m™ se A i, #IEMA DB “Maria Sanchez's Skills
and Interests” .
(3) Wl DERENGHB{ 95 4% LIt “Employment Skills” %41, W oRs# UL, hEbHig )
SUUERCHBIFN e, &0l 44k, (apga LA il “Bullen list™ (] HATAS41 48) icdil
=], ISR A “Please Go Tor”, JH “Heading 3" ML RIZBE e, Jf

¥ i AX, W 8 Al S ] A A 9




1% AAWebibb

EHARRRERYS, AREEEH,

R HAREHEOE SR E, ATUAERAETRESLOIERT.

(4) #E Composition 1. H.4% L¥dy “Link” (§§##) #%8l £|, # “Link source” (%
) XABERMA “Resume”, # Tabih; 7& “Link to” (#HEF|) UAERBA
“resume.htm”, [ 19 Fros, B4 “OK” 4.

Chalaciel Plopemes

Chafaclei Link lPa;agtaphI

Eraer taxi !stpiayloranewﬁrk,_,
Iﬂesume

R
" !.aﬁdoapagelocabonmloca“ip’ Ehwefie | ﬂmﬂml
]resume hlrﬂ . el b
[ ] ' __f" Mfmmga

B 1-9 “Character Properties” ( F#f &) FHEHE

Resume B fn, JFE&A T RIZ%.

(5) $%mI%5, %A “Skills and Interests”, PEHRRIEARI LA, ¥ “Link” $%
# |, # “Linkto” (E:%]) KM “Choose file” (EEEICH:) ML, £
Fhik# “skillshtm”, #i; “Open” $%Hl, ARf5¥dr “OK” %4,

ZRE O A HES, Borsiii s, HA T RIZ.

(6) {F Composition T H4% F#.d: “Save” fi’;’ﬂlgj o MM “Please Go To:” %
“Skills and Interests” X =47; {E¥ ¥4 b¥d “Edit>, #di “Copy”; RE7R Mariafi
T, BRHEEEHFITUCH, HMkES4, Wiy “Bdit, RfGHdE “Paste”,

(7) Ml Resume SEHefHE; A “Home” Jfkrb. M “Link” %41 £,
{E “Link to” EJRM.di “Choose File” #%Hl, fE3c#-7I%h#d “index.html 7, #i;

& A, b s B b A3l A2 £ A -9 -
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“Open” 4511, #IiMhili “OK” {%4l.

(8) {RAF-MI U St “Please GoTo:” %3 “Skills and Interests” X frAL il 5 HfiE
B dE4rul, M “Skills and Interests” f4% 4%k “Resume”, (&8chifl, (L4
“resume.ntm " SCRE, BRITIRAFEORE B R 4T T

(9) fi Composition ["J 4 LRl “Preview” %l |, W.li “Home™ i
B, WORAUIIC. DRREHAVEI UCIGGHS, Bl “Resume® fis, AANTARZEKY o I
ik

ELVTATSIRINEE, WIEEHET ) Maria Web i 25 RET 78 5 MO - URHEN Y) - 0L
{EATg5 200, DRAN F1 a2 SCTFHE S BFMISCAMIL, 7KL 4 1 1% ok XefE Maria Web
AT

L2 ushngite. kAR

M Web NN T, R AV AL BV I NS )Y i A
Vrgv LA eS| . i Maria Sanchez [fI4N A Web SN SUET 0 S A @Iy e
I SC ALt Bl A 2%, s I R B .

L2, s 9§ & 9f i 2 SC AN &

Ay Maria [1#s 0 1G0Tz SCTY 5180 SCA e, 280 D Ay G vy GO Bl v
WA,

pa 8

(1) dnAeas s, 14435 Internet; {1 Components 5 |- 001 “Navigator” {441 ‘p]
{i Navigator [_H.4¢ L 9.r “Location” SCAHE, A “www.course.com”, %[l 424,
il 1 5k sk “Creating Web Sites Tlustrated Projects Student Online Companion™ |4
W

(2) il “unitAback.gif”, b RARATRE, Wik “Save Link As” (S {rhEEA ),
oAy Maria Web 35 A8 A7 SCH R 305, B8R il “Save” J4IL.

P BEHHX LSRG EMN, TAE “Creating Web Sites Hlustrated Stadent

Online Companion” R @ 1748 3£ -% “Credits and Resources” ,

(3) WorMarialfy# s | U0, £63 QA Ll “Pormat” (k) S0 |ifk) “Page Colors
and Properties” ( UL S0 RORPE) @I, 4t “Colors and Background” (a1 bt )
Bk, ARIGAE “Use Image™ ({(UJHIEMR) SCAHMEA ST, &gl 1-10 1375,

4) ffuli “Choose File” Cgf3Cf]:) #2401, ## “unitAbackgif”, Wuili “Open”
Y, BRI NAL COK™ eIl

L1 B AR G It Ak G ) A Y A )
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Page Properties

General cmwamm MHATaosI

- Page Colors——————
@ {se viewers biowser uﬁib:m!wsmednpaaal -----
€ Use custom colors (S npage]
N Nomal Tex [Normal text
B | Link Text

. Link text

r Uselmago Iunl!ﬁ.back glf
T Leave mugﬁa e ,ﬂ_ngmﬁar:-:rutrrr

L g

I Gave hesn sk 0

fe 1-10 “Page Properties” FHEHE

JLPBE, BRI, SR RBARRERS RO a. T8, HRIIN
T 4T A e

(5) EPESITARBEITXA (“Maria Sanchez” F1 “Welcome to My Web Site” ),
kA TS | tdi “Alignment” (CAXMFF) #H E|, i “Center” (J&) 1%
H[E]. e -1 PR, RIETERR RSN E, BIHED.

(6) {E¥ ¥ % ¥ “Format” ¥y “Page Colors and Properties” (T
Fg BN K, il E ARSI BN, K ‘Navy” (BHEG) HE (K
T1. ABCE25); HdisiigcASHa “Blue” (I56) #E; W TEz)REBRB
By, ERAVITERE =47, ¥%di “Maroon” (B4 (5) #E; ARfEHE “OK” %
.

BT ABNMRBENHAECHRLA AR E, BAHAAESF—FRTRZH, €NR

CAME. Bt AE WWW LEAE, TR riiid,

(7) kA “Please Go To:”, FEk&RN TR b “FHhBiGasL” fik. /£
A FRE =47, Bk “Violet” (%) K, RERFIICHE.

(8) WorfimTl, AY%OETH:E (4nO0bjective, Education %) Fi1 “Please Go

35 X 4L 37, 3 33 1] AL £ 7 e
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) "Center” &I AR ARSI

: Ifn;l!ulwurnl 'l||||. ol Miviba San Tl 2420 ||I’H A | e Ll "dhll'_'lﬂ'

BN  —F

Welcome to My Web Site

Tam seeking employment as an Office Manager in 4 busy office that vequires iy up-to-dute shalls i

o Word Processing
110 e “Center” 441

To:”, {di “Maria Sanchez” Jirrp . Hiili “Format” 381 H[H “Page Colors and Properties”
JEIG A%, iyl “Colors and Backgrounds” FR%E. (1 Use Image SCAHE L 1
“Choose File” #%4(l, W.li “unitAback.gif”, W.ili “Open” $%4L, {500 S A A 8%
0, BERECARIRNEEL (A, Mili “OK” i, RN “OK” 4.

(9) Mol A B AF UL, JUARIRINY F) 42 SO BBt i oS I% e “My Skills”
LMy Interests” Ji i, )15 (4 26 6/NVRRIRN “Please Go To:”, {470 {1« {i:Navigator
iRk UL, ARG K] Navigator,

14 il Me & 4§ 11 £ Navigator bR s 2 1-12 .

i Mavia Ganehp's Interaats Holacape

MM-&L@E‘W
Wit Hew? 1 WAl e 000 L 7 e U

My Skllls

Compufer :\pp!lcallml tt

* Microsoft Office 95 and Office 97 Word, Bxel, Pﬂ\ﬁ'ﬂhﬂ. Access
» Corel WerdPerfeet 7.0 and wwﬂ’ufm 60008 |

v CorelDraw 5.0 :

o Lots 12-3 Version 5.0 for Wmdom

+ Macrosef Publisher

* PageMaker 7.0 ] i

v Neticapd avgator wad Ml(l‘wéﬂ Inﬂml Mt"m

Keyhounvillng:
R LT N SR . Tt A *
BTN T DR e IR IENE TR EETRINIET T 2 ks e M a2

o] P oo [ Smntors o240 B e
¥ 1-12 1 Navigator vl FEk i s 82 41 vl

12 - A A AR IE ] HAY A )
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ERRF—BEXER
TURL TEHNRERBERXER: AWWWARS K ERFERXHE, AE
H# 4k (o CorelDraw) €| A EHE R, T UMNKA GIF 2 JPGH &4 W B X

U RBEEXER. MREETHRXHER, ARKXHEAWESERFELH AT L
BUF .

122 #EAKFE

WAL AT LK Web BT _EARRFME R TF. 550, BCRACESALA Y T4
], HrpikHAERS . HsrJF Maria Web 3 10 & B 8, TRA LM AN G —TTh
AKRFE.

SR

(1) EoRE3IT], ££ “Welcome to My Web Site ” Ja ¥y, ARSFHEEEHR.

(2) 7E Composition T H4 b #if “HLine” (F4k) #Hl .

(3) e/ L R RARARE, 2 “Horizontal Line Properties” (7K FE%EME),
d S “4Pixels” ({83), JEBIAESD “3-Dshading” (3DAR) HEHE, Ak 1-13
Fim, #iaid “OK” $#4l.

Horizontal Line Properties

K £ e
h A RE

i 3-D R

3 13 “Horizona;Liné z;mpcniegh FHEHE
(4) FI Tz RERFILN, 76 “Please GoTo:” b ¥, kEEH, b
%%,%Eﬁm“ﬂumﬂﬁﬁgga
TR, BoRMkPL S P0R 3 RENHEE .
(5) fRAFIZSCH:, SRJF1E Composition T B 4% b “Preview” 24 % .

S5 4% f e Ak 2z AL £ P D13 -
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3 Employment Skills of Maria & anchoz - Netscaps

Eire dn! View Go Enmuﬂaﬁlm"tgch" i

[lql'w'suem [Rjj Whgt:;l?.ng!? it 4.}': e
Maria Sanchez
Welcome to My Web Site

I am seeking employment as an Office Manﬁigar in a busy office that requires my up-to-date skills i

Word Processing
Spreadsheets
Presentation Graphins
Database Management
Desktop Publishing
Web 3ile Design
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Maria Sanchez
Welcome to My Web Site

Imscalmgmploymenxaso.nOEiceMm:gernabusyoﬂiccﬂmquumyup to-date skills in-

* Word Processing

* Spreadsheets

* Presentation Graphics
* Database Management
» Desktep Publishing

+ Web Site Design
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