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Vacancy Identification Number: 
Job Title and Grade: 

U.S. Citizen: 
Veterans Preference: 
Federal Employee: 
Highest Grade Level and Dates: 


Summary

The Summary is just that it is a summary of your qualifications for the Job you are applying for. You’ll pick about 3 of the top qualifications of the job and give a summary on how you meet or exceed each, like the example below.

Administration and Office Management: Familiar with office practices and procedures and can quickly adapt to industries needs, Trained over 300 personnel on OSHA safety standards. Maintained, and submitted required reports to management.

Certified Safety Professional: Over two years of experience as a safety instructor with a B.S. in Environmental Resource Management, and currently hold the following Certifications; OSHA 511 CFR Code. OSHA 501 CFR Instructor, DBI/SALA Fall protection competent inspector, OSHA 311 CFR Fall Protection Instructor, OSHA H2S Instructor, Certified Medic First Aid Training Program Instructor, American Red Cross CPR Instructor for First Aid/ CPR/ Blood Borne Pathogens Training and AED, Defensive Driving Instructor.

Systematic Planning and Organizing: Planed and Organized Training classes in different locations across multiple states. Created and provided customized safety training for a variety of industries. Maintained training records for over 300 trainees all in according to OSHA CFR code.
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WORK EXPERIENCE

Title of Job                   							                05/DD/2009 to Present
Name of Company								Hours/Week:
Street address									Salary:
City, Sate zip code								Supervisor
										Telephone:
											OK to Contact:

Explained in great detail on what you did on the job, even small details you think won’t mean much. Things like, answered a multiline telephone. There is an example on the next few pages.

Accomplishments:
· 
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Adjunct Instructor of Safety							     07/11/2007-Present	
San Juan College School of Energy					44 Hours/Week:
800 S. Hutton Rd 							Salary: 25.50 per Hour
Farmington, NM 87401							Supervisor: Tom Hudson
									Telephone: (505) 327-5705 
									Ok to Contact:  Yes

Covers sixteen different safety topics to provide training for entry level employees in the oil and gas field, construction, or the general work force

I instruct students on a daily basis in First Aid and CPR / Confined Space training in the classroom and hands on training to satisfy OSHA requirements of an awareness program.
I also instruct students on proper forklift/Aerial Boom standards according to the ANSI A92.6 - 1999 Scissor Lift and ANSI A92.5 - 2006 Aerial Boom Lift) This program complies with all relevant ANSI standards.  Individuals receive training and verification as operators. My job is to also create, maintain and record these standards relevant to OSHA regulations. OSHA compliant with all relevant OSHA regulations, ASME/ANSI standards, training and certification for powered industrial truck operators including TEEX Certified Safety & Health Official certificate
Authorized OSHA Safety Instructor from TEEX (Texas Engineering Extension Service.) I 
Provide Basic environmental Safety Training (BEST) This awareness course covers sixteen 
Different safety topics and each topic has a quiz at the end of each training section for 
 Documentation. It provides the necessary information and training for entry level employees in
 The oil and gas field, construction, or the general work force.
I provide onsite training traveling into multi-state Areas to bring OSHA Compliant Training to Companies outside of San Juan College Campus.

Usage and Maintenance of College Property, Vehicles, and Credit Card with $50,000 Balance Limit.  Maintenance of Travel Records, Receipts and expenses. Travel and mileage records and Vehicle usage.  Taking college vehicles for refilling of gasoline, and to obtain office and Safety Equipment.  Travel to multiple counties on College business, familiarization with Office Practices, and Procedures. Experience in Microsoft Word, Excel, Word Perfect, Publisher, Power Point.  Scanners, Copiers, Printers, Fax Machine, PC, Laptops, Projectors, multi line Telephones. Responsible for over $3,000 dollars of equipment, and Public Trust of Customers personal information, to include Social Security Numbers.  Setting rooms up for business and government contracted Safety Meetings including AED Trainer and CPR Dummies, Brochure’s testing materials and Overhead projectors linked to laptops. 
 Instructing students in Asbestos Awareness Identifying the hazards of working with materials that may contain asbestos or hazardous materials and how to manage those hazards including removal of asbestos. Teaching Behavior Based Safety Covers the importance of attitudes 
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I instructed students on the basics of a confined space instructing them how to work safely in confined spaces, permits to enter, and who can safely enter a confined space. The OSHA-required confined space entry standard, required PPE, and appropriate atmosphere testing equipment as well as Training the Trainer in These standards. 
I also instruct students in Defensive Driving/Off Road Defensive Driving using NTSB approved materials, hands on training with company equipment and vehicles including the “driving commentary” portion.

I have covered all the safety standards and requirements for non-qualified, electrical work and the OSHA standards and hazards associated with electrical installations and equipment.
Fall Protection, Ladder Safety, and Scaffolding. Fulfilling all “working from heights” equipment, standards, and requirements. Instructing classroom fire training followed by a “hands on” fire class participation activity. Medic First Aid Training that covers all First Aid and CPR and AED usage, as well as fulfilling the annual blood borne pathogen training requirements.
Forklift Training and certifying all operators to ensure that they operate forklifts safely. Areas of emphasis include properly maintaining and examining the forklift truck for defects before using and follow safe operating procedures for picking up, moving, putting down and stacking loads
H2S Awareness providing class participants with essential awareness level, knowledge and skills needed to work safely in and around an H2S environment Hazard Communication (Hazcom)
Measure’s that employees can take to protect themselves from hazards associated from exposure to hazardous chemicals, such as appropriate work practices, emergency procedures, and personal protective equipment. Heat Stress this covers all of the important facts to consider to avoid heat stress as well as how to treat someone who becomes overheated. Noise/Hearing conservation addresses the importance of establishing a baseline for people who are exposed to excessive noise, and proper protection. Personal Protective Equipment (PPE) Overviews of all basic Personal Protective Equipment when it is needed and or required including demonstrations of donning and doffing the equipment. Respiratory Protection Fit Test Outlines the equipment, the necessary participants, and what ensures that a respirator fits properly. Able to conduct qualitative and quantitative fit testing to ensure proper fit on specific respirators. Trenching/Excavation Covering soil classifications to determine appropriate sloping, benching, and shoring. Additional hazards include working with heavy machinery; manual handling of materials; working in proximity to traffic; electrical hazards from overhead and underground power-lines; and underground utilities. Vehicle Safety covers everything from seat belt usage and obeying the posted speed limit to driving safely for conditions.  

			
Accomplishments:
·  Competent Person Fall Protection Appreciation Certificate 
· 98% Satisfaction rate in three years of Instructing Safety based off of after class Satisfaction survey’s maintained by San Juan College School of Energy. 
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EDUCATION

School: 
Major Field of Study:
Type and year of degree received:
GPA:
Courses: Computer Literacy, Statistics, Music Appreciation, Financial Accounting, Macro Economics, Geography, Drama and theater, Legal Environment for managers 1 & 2,  Communication in Business and Industry, Physical Science with Lab, Principles of Managerial Accounting, Principles of Management,  Math for Business Applications  1, Environmental Policy Analysis, Principles of Micro economics, Weight Training,  Political Science State Government,  Sociology,  Business Internship, Concepts of Wellness, Organizational Behavior, Physical Geography, Human Geography, Social Statistics,  Decision Making in Environmental Management, Economic


Academic Accomplishments:
·  

Job Related Skills:
Date MM/YYYY		Skill/Course
