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Bio template for teachers

[Today's Date]

[Hering Manager's Name|
[341 Compary Address)
[Compamy City, State oo
[{{oxc) oo |

[hiring. manager@gmail.com]

Dear [Mr.Mrs. /s [Manager's Mame],

| am excited to submit my application for the full-time police officer position at the New Haven
Police Department. | have three years of experience working as a police officer for the
Albugquergue Police Department, and am a graduate of the West Virginia State Police Academy. |
believe that | have the requisite skills and abilities to perform the duties you've stipulated
axceptionally wall.

During my three years as a police officer, | performed area patrols on feot, bicycle, and in patrol
cars, responding to traffic inchdents, domestic disputes, and reports of criminal activity, My
performance was above standard, and | was frequently praised for my calm and authoritative
demeanar even during moments of tension and hostility.

| am aware that the rate of crime in New Haven is higher than average, and | am keen to use iy

skills to assist and protect the community to the fullest extent possible. My training and personal
characteristics make me a perfect fit to handle both tough situations and present a pleasant face

to the New Haven community.

Far all of the above reasons, | am confident that you will find me 1o be a compelling candidate.

You can contact me at (your_emall@gmail com) or by phone at (RI0-B8E-8888). | am available any

time for an interview, a3 | am now a permanent resident of New Haven. | look ferward to
discussing this opportunity with you In detall,

Sincerely,

[four Name]

ADMINISTRATIVE ASSISTANT RESUME SAMPLE

from Resume Genius

[&] CAREER OBJECTIVE

Administrative Assistant with 5+ years of experience preparing

Mawless presentations, assembling facility reports, and maintaining
the utmost confidentiality. Possesses a BA. in History and expertise

i Microsaft Excel. Looking to leverage my knowledge and experience
into a role as Project Manager.

] ExPERIENCE

ADMIMNISTRATIVE ASSISTANT
Redford & Sons, Boston, MA / September 2016 - August 2018
« Scheduled and coordinated meetings, appointments, and travel
arrangements for supenisors and managers
o Trained 2 administrative assistants during a period of company
expansion, ensuring that they pay explicit attention to company
policies and minute details
o Developed new filing and organizational practices, saving the
company $3,000 per year in contracted labor expenses

=  Maintained vtmost discretion when dealing with sensitive topics

= Managed travel and expense reports for department team
members

SECRETARY
Bright Spot LTD, Boston, MA / June 2013 - August 2016
« Typed documents such as cormespondence, drafts, memos, and
emails, and prepared 3 reports weekly for management
= Dpened, sorted, and distributed incoming messages and
correspondence
= Purchased and maintained office supply inventories, abvays
being careful to adhere to budgeting practices
=  Grested visitors and determined to whom and when they could
speak with specific indiiduals
= Recorded, transcribed, and distributed minutes of meelings

] conTacT

Email;
yourgmahsgmal oom

Phone:
f05 555 555
Addross:

4397 Aanon Smth D
Harrisburg, PA 1710

Linkedin:
linkoeiin, comdinAmoasprofile

E3 soFT sKiLLs

Adaptability
Collaboration
Strong Waork Ethic
Problem Solving

HARD SKILLS

Microsolt Office
Fluent English

Fluent Spanish
Webk f Tech Savwy

EDUCATION

B.A. HISTORY
River Brook Linhersity
Chicago, IL / 2013

CERTIFIED
ADMINISTRATIVE
PROFESSIOMNAL
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Cynthia Cardenas

Hello,

a bit about me:

inge Dion
lgk: Singer, songwriter
Born: 30 March 1968 in Quebec (Canada)
Siblings: 8 sisters and 5 brothers

Family: Husband = Rene Angelil (diad in
2016}, children — Rene-Charles, Eddy,

Melson.

First French album: La voix du bon Dieu (1981)

First English album: Unison (1990)

Best songs; “All by myself” (1996) and “My Heart Will Go On”™ (1997).
Likes: playing golf, spending time with family
Dislikes: impolite people, smoking

Celine Dion is from
Canada.

She was born on . ShE 5 now
{old).

She
has :

Her closest family
% .

“La wvoix du bon Dieu” is and
“Unison” is

“All by myselt” and “My Heart will go on™ are

_is from “Titanic™

. playing golf
and - but

Professional bio template for teachers.

Growing up, Sierra played at least six different instruments, and she loves performing. Ranger Danny was hand-selected by his friend Jonny D. I look forward to continuing to have a positive impact on the children's growth and to new discoveries with an amazing team of teachers. Ms. Alyssa - Robins Hello, my name is Alyssa Rangel and I am one of
the teachers in the Robins classroom. My husband and I moved to Austin from El Paso 22 years ago, and I have worked in the field of child care for roughly 20 years. Because of his unique skill-set as a musical, entertaining park ranger, Danny is often deployed into classrooms to educate students about the park system and the animals who live there.
I feel very fortunate to work alongside such dedicated and warm-hearted teachers. Ms. Meagan- Caterpillars (Pre-K) I grew up in Houston, Texas, and attended college at Texas State University, where I studied Family and Child Development. This is my first year at Grace Garden. Here are a few examples from previous summers to get your creative
juices flowing! “We will be exploring Writing in a unique way! Yes, Writing in a unique way! Please keep your hands and feet inside the writing at all times!! And here we go...” Bonnie Carlson is the happiest third grade teacher in Washoe County School District, currently teaching at Double Diamond Elementary School! She is returning for her second
session of Adventures in Writing Camp, and is in her “lucky thirteenth” year of teaching overall. Ranger Danny is our first Music Ranger who was actually trained as a park ranger, and his stories from the mountains around Lake Tahoe (and other places) will provide ample fodder for story (and song!) creation. My name is Katie Sawyer, and I am
proud to be a Parkway Early Childhood Panda!! I am from St. Louis, received a Bachelor's Degree in Education from the University of Dayton, and my Masters in Education from Missouri Baptist University. I am certified to teach Early Childhood, Early Childhood Special Education, and Elementary Education. I'm married and have three daughters.
We are proud of our teachers at Grace Garden. My first year working at Grace Garden was five years ago, but both of my daughters, Merrill (5th grade) and Emmy (Kindergarten), were students here starting 8 years ago! I have a BFA in graphic design from UT, where I also sang in an a capella group for 4 years. During the winter months, Danny also
works at an after school program where he leads multiple music clubs, teaches guitar lessons, and occasionally, teaches kids how to rap battle. This will be my seventh year at Parkway Early Childhood after four years at Kirkwood Early Childhood Center in Early Childhood Special Education. I have a true passion for working with our youngest
learners!! Helping each child progress in all areas of their development—academic, social, language, and motor—is a challenge that I am honored to accept daily. I strive to create a community of learners that nurtures this growth in a positive, fun environment. Personally, I have been married for 21 glorious years and have three fantastic children
who are 20,17, and 14 years old and attend Parkway Schools and Mizzou. We love to watch our kids' sports—tennis, volleyball, basketball, baseball, and swim! I also enjoy reading, cooking, music, relaxing at the beach, and spending time with friends and family. This is all to say that I express myself almost exclusively through art and music! Ms.
Macey - Busy Bees Ms. Marie - Friendly Frogs My name is Marie Rascon and I teach the Friendly Frog class. Williams, who was your Writing Ranger at Hunsberger last summer. Sierra took tap dancing lessons in middle and high school, and we hope to persuade her to bust out some sweet moves at camp! Sierra is an active tutor, and loves helping
kids have fun learning new things. I'm also excited to be a part of this wonderful team of teachers at GG. Though my educational background is in Civil Engineering and Transportation Planning, my volunteer work has consistently led me to caring for young children. Working with the Little Ladybugs and all the children at Grace Garden brings me
great joy, and I value my role supporting moms and dads in their parenting journey. When she is not reading or helping inspire readers (and writers), Sierra is studying chemistry at Dominican University, where she has been on the Dean’s List both semesters of her college career. Sierra Carlson LOVES to read. Sierra is a member of the Alpha
Lambda Delta national honors society. My philosophy is that each child is unique, therefore they learn and thrive at their own pace. The Grace Garden community at Saint John's is a special place. Together with a team of amazing and creative teachers, I am committed to providing your family with a loving and developmentally sound foundation for a
lifetime of learning. I look forward to working together with you as partners in your child’s growth and development!! Let us help you put your best foot forward by watching this brief video outlining how to write a great bio. After spending eight years teaching the Pre-K Caterpillar class, I was excited to expand my role at Grace Garden, first as
Assistant Director and now as Director. I believe that kids are our future! Ms. Jessica - Busy Bees My name is Jessica and I teach with Ms. Erica in the Busy Bees classroom. At Grace Garden, we know that play is a child's most important work, and we strive to create and maintain an environment where your child can grow and thrive while exploring
the world around them. I've been working with children my whole life; I was basically born into it! I love kids and it fills my heart with joy to watch them grow. Thank you for sharing your precious children with us! Ms. Shannon - Ladybugs (Younger Twos) I am Shannon Dickey and this is my eighth year teaching at Grace Garden with the Little
Ladybugs. Bonnie absolutely loves all areas of teaching, particularly the way writing is a part of every subject! In addition to holding a Master’s Degree in Education from Lesley University in Boston, Massachusetts, a Dual Bachelor Degree in Elementary Education/Special Education from the University of Nevada, Reno, and her TESOL endorsement,
Bonnie has also written lessons for Writing Fix.com ( as well as Social Studies Lessons for the school district as part of the Common Core State Standards exploration published on Edmodo. Not only do they possess a wealth of experience, but they are also incredibly committed to our school. Ms. Katie - Director My name is Katie McKenna Foley and I
have had the privilege of being a part of Grace Garden since 2007. For example, Sierra put a unique spin on an open-ended final Biology project last semester by re-writing (and performing) songs from Disney’s Frozen to teach the rest of the class about different organelles in a cell. Ms. Susana - Robins I joined Grace Garden ten years ago and have
been fortunate and blessed to be teaching in an amazing school that has a nurturing, loving environment where children can learn and experience new challenges that will help build their confidence while they play. She also loves to have fun while learning. I genuinely enjoy nurturing and caring for preschoolers. This is my 5th year working at Grace
Garden. Writing is a passion for her—please “bug” her when she is writing—she would love to share! When Ranger Danny is not delighting and educating kids with music, he can usually be found in the forest serving as a park ranger. I'm 22 years old and I'm attending college at ACC to become an English teacher. When I'm not with the Ladybugs,
I'm at home here in Allandale with my three awesome kids: Lily, Tristan, and Eli! All three of my kids attended Grace Garden so we have many fond memories of this wonderful school and I'm happy to be back for another great year! Ms. Rachel -Ladybugs (Younger Twos) My name is Rachel and I joined Grace Garden in 2017 after ten years as a stay-
at-home parent. I am the mother of three children who have all happily attended Grace Garden.
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