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Danielle Nichols 
987 Drews Street  

 Appleton, WI 54915 
920-555-1234 

dnichols@email.net 
 
Objective A full-time Claims Cost Management Specialist position with Humana Insurance, 

processing claims, providing data analysis, and delivering exceptional customer 
service to increase business efficiency and customer satisfaction 

  

Professional 
Skills 

 Medical business accounting  

 Employee training 

 Customer service 

 Data reporting and analysis 

  Claims processing 

 Accounting software 

 Microsoft Office 2013 

 Windows 7 

  
Education and 

Training 

Accounting Associate Degree                                                                    May 2015                         

Fox Valley Technical College | Appleton, WI                                                                    

 Phi Theta Kappa Academic Honors Society 
  

Medical Business Specialist Certification                                                  May 2013            
Northeast Wisconsin Technical College | Green Bay, WI                                                

  
Work Medical Services Assistant                                                       May 2013 – Present                                             
Experience Davis Eye Clinic | Green Bay, WI                                                                                     

  Perform patient customer service for four physicians related to office, testing, and 

surgical appointments 

 Maintain patient and insurance billing spreadsheet records 
  Develop new clinic patient data spreadsheet to replace outdated tracking system 
  

 Retail Clerk                                                                                 Jan 2011 – May 2013  

 Sporting Goods, Inc. | Appleton, WI                                                                             
  Provided customer service to the general public in-store and by phone 
  Managed cash sales, cashiering, and performed minor accounting duties 
  Worked within a sales team to schedule work and market sales on floor 

 Performed on-floor training for all new clerks 
  

 Waitress                                                                                  Feb 2007 – Jan 2011 

 Joy’s Pizza and Family Restaurant | Kimberly, WI 
  Provided customer service related to ordering, servicing, and billing in an 80-customer 

restaurant with expansive take-out component 

  Created and wrote procedures for take-out customer service  

  Assisted in training of over 20 new waitresses 

  
Volunteer Accountant and Tax Consultant                                               May 2013 – Present  

Experience Appleton Community Church | Appleton, WI 

  
Professional Wisconsin Institute of Certified Public Accountants                          June 2013 – Present 

Associations National Institute of Accountants                                               August 2013 – Present 
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Chronological Format 
 



    

 

    

 

 

Jessica Monroe, RN 

123 Herb Street 
Appleton, WI 54915 

(920) 555-4321 
jessmonroe@email.net 

linkedin.com/in/jess.monroe 
 

Recent Nursing graduate, seeking health care position providing compassionate, patient-centered care in a 
strong team environment focused on a holistic approach to patient health 

 
EDUCATION 

 
Fox Valley Technical College – Appleton, WI 

 Nursing Associate Degree              May 2015 

o GPA 4.0 – Dean’s List   

 Practical Nursing Technical Diploma             May 2014 

 HIHSS Stroke Certification (#90028)             December 2015 

 Nursing Assistant Certification (#81971)             March 2014 

 American Heart Association BLS/CPR Certification           March 2014 
 

MEMBERSHIPS / VOLUNTEER EXPERIENCE 

 

 President (two terms), FVTC Student Nursing Association  

 Member, FVTC Phi Theda Kappa 

 Medical Pavilion Volunteer, Fox Cities Marathon  

 Jamaica Service Trip, FVTC 

 Wheelchair Wash, FVTC  
 

INTERNSHIP 
 

Surgical GI Oncology Nurse (96 Hours) Appleton Medical Center | Appleton, WI        December 2014  

 Participated in full patient care under supervision of nurse preceptor 

 Collaborated with healthcare team members about patient status and treatments 

 Performed central line removals, dressing and wound care, HG tube placement, administered vaccines 
 

CLINICAL EXPERIENCE  

 

 Med/Surg, Cardiac, Behavioral Health, LTC and OB/GYN units    April 2014 – Present 
at various facilities including Appleton Medical Center, St. Elizabeth Hospital,  

Mercy Medical Center and Peabody Manor   
 

WORK EXPERIENCE 

 
Certified Nursing Assistant, Valley VNA | Neenah, WI                                               June 2014 – Present 

 Assist 35+ elderly residents with Activities of Daily Living (ADLs) 

 Function when needed as acting CNA manager for facility 

 Record vital signs and administer medications in accordance with care plan 

Direct Support Provider, Clarity Care |Neenah, WI                                                 April 2013 – June 2014 

 Worked in two group homes and assisted 50+ residents with personal care and needs, including those 

with brain injuries, autism, learning disabilities, and rehabilitation needs 

 Trained clients in appropriate behaviors and social skills in various community settings and outings 

Resume Format 
Chronological Format 



    

 

    

 

 

Ian McDonald 
222 E. Terrell Road, Appleton, WI 54911 

920.555.8525 
ianm@email.net 

 
Employment Objective 
 

 An automotive mechanic position involving testing and diagnosis of engine problems, parts replacement, 

and repair for an auto dealership focused on providing superior customer service 

 
Education  
 

Automotive Technology Associate Degree                       Anticipated Graduation May 2017                    

Fox Valley Technical College | Appleton, WI  

▪ GPA 3.6 

Professional Skills 
 
 Technical 

 Interpret manuals, computer programs, and procedures provided by manufacturers in the service and 
repair of highly technical vehicles 

 Demonstrate technical abilities in the areas of electrical/electronic systems, automatic 

transmission/transaxle, manual drive train and axles, suspension and steering, brakes, heating and AC, 

and engine performance and repair 
Diagnostic 

 Analyze vehicle problems by testing to determine which vehicle parts need repair or replacement 

 Achieved competency in the operation of the chassis dynamometer for diagnosis of problems 

 Problem-solved FVTC drag car operational problems to achieve higher performance 

Safety 

 Use safety procedures and practices in all phases of service and repair of machinery, test equipment, 
chemicals, and solvents 

Computer and Communication 

 Test and diagnose vehicle operation using appropriate computer software 

 Produce quality written documents using Microsoft Office 2013 
 

Volunteer Activities 
 
 Beat the Heat Auto Club                 2015 - Present  

 Assist in organizing various auto club events every year as class representative 

 Work on the FVTC drag car that the school races in the summer and fall 

 
Work Experience 
 
 Bartender  Appleton Beer Factory    Appleton, WI                       August 2014 – Present 

 Dishwasher  Wok This Way     Milwaukee, WI                 June 2013 – August 2014  

General Labor  New Berlin Packaging    New Berlin, WI   September 2011 – June 2013 
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Bruce Matthews 

74 Titan Drive | Appleton, WI 54915 
920-983-2001 | Matthewsb@email.com 

linkedin.com/in/matthewsb 
 

OBJECTIVE 
 
LTE Fisheries Technician with the Wisconsin DNR, using various assessment tools such as fyke nets and 
electrofishing gear to assist fisheries biologists with spring and summer lake and stream surveys in 
Northeast Wisconsin. 
 

EDUCATION AND CERTIFICATIONS 
 
Natural Resources Technician Associate Degree          May 2016 
Fox Valley Technical College | Appleton, WI 
 

 GPA 3.8 

 Natural Resource Club Member 

 Project Learning Tree Certification 

 Project Aquatic Certification 

 Project Wild Certification 

 FISTA Class 1 Certification
 

SKILLS 
 

 Fyke netting and stream shocking 

 Lake and stream surveying 

 Biological data collection 

 Water quality assessments 

 Habitat improvement, design and 
construction 

 Egg collection and fertilization 

 Water sample analysis 

 Fish age and growth analysis  

 Design, construction and 
maintenance of fishing gear 

 GPS Mapping 

 
EXPERIENCE 
 
Fisheries Technician Internship        May 2015 – Present 
Wisconsin Department of Natural Resource | Wild Rose, WI 

 Cut and remove woody vegetation along stream corridors 

 Install in-stream habitat such as brush bundles, bank covers and lunker structures 

 Cut braided stream sections by dredging sand 

 Empty in-stream sand traps 
 
Summer Naturalist                    May 2014 – December 2014 
Mosquito Hill Nature Center | New London, WI 

 Controlled/eradicated invasive species via backpack spraying and cut/dab methods 

 Installed pollinator garden and memorial tree/shrub display 

 Managed nature center property via mowing, chainsaw work, timber stand, 
reclamation/improvement and trail maintenance  

 Oversaw a variety of volunteers and volunteer groups  

Resume Format 
Combination Format 
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Danielle Nichols 
987 Drews Street 

Appleton, WI 54915 
920-555-1234 

dnichols@email.net 

January 18, 2015 
 

Ms. Karen Smith 
Human Resource Manager  

Humana 

1100 Employers Road 
Green Bay, WI 54344 

 
Dear Ms. Smith: 

 
I am writing to apply for the position of Claims Cost Management Specialist advertised on the Humana job web 

site. The enclosed resume illustrates how my qualifications are an excellent match for the position’s 

requirements.  
 

Position Requirements My Qualifications 

 Associate Degree in related 

area 

 Both Associate Degree in Accounting and Medical Business Specialist 

Certification with continued training in medical insurance 

 Customer service skills  Two years of customer service experience in a medical office patiently 

servicing adults of all backgrounds; two additional years serving 

customers within retail and food industries 

 Working knowledge of 
various insurance plans 

and accounting  

 Verified, reviewed, and billed insurance claims for four physicians; 
Assisted in accounts payable and receivable for retail business; 

practiced all areas of accounting in coursework for Financial 

Accounting and Cost Accounting 

 Analyzing and problem-

solving 

 Analyzed hundreds of claims, payments, and reviews; resolved patient 

tracking information problems by creating new spreadsheet; 

Developed new take-out procedures for restaurant. 

 Communication skills  Developed excellent phone, verbal and listening skills with customers; 

maintained good rapport with patients, physicians, supervisors, and 

staff 
 

I am confident that my skills, experience and education would make me a great Claims Cost Management 
Specialist and I would appreciate the chance to meet with you and discuss this position further.  I will contact 

you after the posted application deadline to discuss that possibility. 

 
Thank you for your consideration. I look forward to our discussion. 

 
Sincerely, 

 

Danielle Nichols 

 

Danielle Nichols 
 

Attachment: Resume 

Cover Letter Example 
(Column style) 



    

 

    

 

 

Ian McDonald 
222 E. Terrell Road, Appleton, WI 54911 

920.555.8525 
ianm@email.net 

 
April 14, 2015 

 

 
Mr. Charlie Cupp 

Service Department Manager 
Zimbrick Honda Service Center  

430 Grand Canyon Drive  

Madison, WI 53719 
 

 
Dear Mr. Cupp:  

 
As a highly trained professional in the field of automotive technology, I am applying for the position of 

Automotive Technician-Entry Level as advertised in the Madison Capitol Times. I believe that my skills, energy 

level, and dedication will combine to make me a very good addition to your service technology team. 
 

My background and qualifications are very much in line with the requirements outlined for this Technician 

position.  

 

o My recently completed Associate Degree in Automotive Technology from Fox Valley Technical College has 

prepared me extremely well for your entry-level position.  

o Within my program, I demonstrated high competencies in all eight areas of Automotive Service Excellence 

Standards using both my diagnostic and technical abilities.  

o Within my academic work and class projects, I worked hard to develop my team work skills so that 

assignments and tasks were efficiently completed in a productive and cooperative environment.  

o As required, my driving record is clean, my personal tool set is complete, and my personal vehicle is in 

excellent condition. 
 

I would enjoy meeting with you to learn more about this position and answer your questions.  I look forward 
to speaking with you soon. 

 

Thank you for considering my qualifications.  
 

Sincerely, 
 

Ian McDonald 

 

Ian McDonald 

 
Attachment: resume 
 
 

 
 

Cover Letter Example 
(Bulleted Paragraph 
Style) 



    

 

    

 

 

Jessica Monroe, RN 

123 Herb Street 
Appleton, WI 54915 

(920) 555-4321 
jessmonroe@email.net 

linkedin.com/in/jess.monroe 
 

 

January 16, 2016 
 

Ms. Melissa Burton 

Human Resource Manager 
Mercy Medical Health Clinic 

500 S. Oakwood Road 
Oshkosh, WI 54904 

 

Dear Ms. Burton: 
 

As a recent graduate from Fox Valley Technical College with an Associate Degree in Nursing, I was excited to 
see the Registered Nurse position posted on your web site.  My goal has always been to provide skilled, 

passionate, holistic medical care to those in need.  This is an exciting time at Mercy Medical Center and I 
would love to be part of your organization’s growth.  I believe my training and experience would add 

tremendous value to your care team. 

 
Allow me to highlight the excellent qualifications and contributions I can bring to this position: 

 
 Over two years’ experience working with patients as a Direct Support Provider for Clarity Care and a 

Licensed Practical Nurse at Valley VNA with proven success in elder and disabled client care resulting in 

four outstanding supervisory evaluations 

 Completion of four 9-week practical nursing clinical rotations within clinic and hospital settings 

 Excellent patient relations, time-management, interpersonal and communication skills, developed through 

work experiences and rigorous clinical studies, resulting in high evaluations. 

 Ability to perform both independently and as part of a team, being personable yet focused in an effort to 

contribute toward cooperative working relationships among management, physicians, and support staff. 
 

I would welcome the opportunity to meet with you and discuss this position in greater detail.  I will contact 
you within the next week to discuss this position and answer any questions you may have. 

 
Thank you for your consideration.  

 

 
Sincerely 

 

Jessica Monroe 

 
Jessica Monroe, RN 

 

  

Cover Letter Example 
(Bulleted Paragraph 
Style) 



    

 

    

 

 

 



    

 

    

 

 

Danielle Nichols 
987 Drews Street 

Appleton, WI 54915 
920-555-1234 

dnichols@email.net 

 

References 
 
 

Gerald Smith       Susan Miller 

Accounting Program Lead/Instructor    Accounting Instructor 
Fox Valley Technical College     Fox Valley Technical College 

Appleton, WI         Appleton, WI  
(920) 735-1234       (920) 735-4321 

smithg@fvtc.edu      millersu@fvtc.edu 

  
 

 
Gary Morgenson       Michael Graziano 

Manager        Production Manager 
Radio Shack       LS & S, Inc. 

Neenah, WI        Neenah, WI   

(920) 722-3911       (920) 722-4311 
garymorg@radioshack.com     mgraziano@lls.com 
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http://www.fvtc.edu/portals/0/pdfs/myfvtc_email/student%20forms%20&%20policies/academic%20forms/employmentreferenceform_policy.pdf
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January 10, 2016 

 

Dear Ms. Danielson, 

 

Thank you for the opportunity to interview for the marketing position. The company tour was exciting to me because I 

saw how my enthusiasm and diligent efforts would advance your goals. I believe that my information system skills 

and ability to truly listen to and define client needs would build trusting relationships and add immediate value to 

your business.  

 

I appreciate the time you extended to me and look forward to talking with you in a week. 

 

Sincerely,  

 

Thomas M. Riley 
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https://www.facebook.com/foxvalleytech
https://twitter.com/FoxValleyTech
https://www.linkedin.com/company/28237
https://www.pinterest.com/foxvalleytech/
http://www.fvtc.edu/connect-with-us
https://www.facebook.com/FVTCemploymentconnections
https://www.pinterest.com/employmentc0442/
https://about.pinterest.com/en
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http://www.clemson.edu/academics/programs/eportfolio/gallery.html
http://www.clemson.edu/academics/programs/eportfolio/gallery.html


    

 

    

 

 

 
o 

 
o 

 
o 

 
o 

 
 

  
o 

 
 

 

 



    

 

    

 

 

 

  

  
  
  
  
  
  

    



    

 

    

 

 

 

 

 

 

 

 

 

 

 

 

https://www.fvtc.edu/employment-connections/events-career-fairs


    

 

    

 

 

 
o 

 
o 

 
o 

 
o 

 
o 

 



    

 

    

 

 

 

 

 

o 

o 

o 

o 

o 

o 

 

 

 

 

 

 













http://www.wisconsintechconnect.com/Events
http://www.wisconsintechconnect.com/Events
http://www.wisconsintechconnect.com/Events
http://www.wisconsintechconnect.com/Events
http://www.wisconsintechconnect.com/Events
http://www.wisconsintechconnect.com/Events








o 

o 

o 

o 

o

o 











    

 

    

 

 

 
o 

o 

 
o 

 
o 

 
o 

 

 



    

 

    

 

 

 
o 

 
o 

o 

 
o 

 
o 

 
o 

 
o 

 

 





o 



o 

o 



o

o 





o 



o 

o 

o 

o 

o 



o



    

 

    

 

 

 

 

 

http://www.physics.ohio-state.edu/~wilkins/onepage/accepting.html
http://www.best-job-interview.com/job-offer-acceptance-letter.htm
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http://jobsearch.about.com/od/salaryinformation/a/salarynegotiat.htm
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http://www.career.vt.edu/JobSearchGuide/JobCareerFairPrep.html
https://blogs.oracle.com/campusrecruitment/entry/attending_a_career_fair_dont_b
http://jobsearch.about.com/cs/jobfairs1/a/jobfair_2.htm
http://www.nvcc.commnet.edu/Student-Life/Career-Services/itemld/1123/Reasons-To-Attend-A-Career-Fair


    

 

    

 

 

 

 

http://work.chron.com/answers-difficult-job-application-questions-2600.html
http://www.quintcareers.com/job_applications.html
http://work.chron.com/complete-job-application-after-being-fired-6653.html
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