When writing a resume-Objectives
When writing a resume, some people choose to state an objective on their resume, rather than including it in the body of their cover letter.

Stating an objective can convince employers that you know what you want to do and are familiar with the field. Stating your objective on your resume is optional, having an objective for your resume is not - you need to be clear about your employment goals. 

Customize Your Resume Objective
If you include an objective on your resume, it's important to customize the resume objective to match the position you are applying for-the more specific you are, the better chance you have of being considered for the job you are interested in. 

Sample Resume Objective Statements
· Obtain a position at XYZ Company where I can maximize my management skills, quality assurance, program development, and training experience. 

· Account executive trainee at ABCD advertising agency. 

· Position as clinical practice assistant for health maintenance organization, utilizing writing, research, and leadership skills. 

· Elementary education teacher at small independent school. 

· Customer service management where my experience can be utilized to improve customer satisfaction. 

· Create integrated strategies to develop and expand existing customer sales, brand/product evolution, and media endorsement. 

· Management position where I can effectively utilize my expertise in human relations, project management, and staff recruitment and retention. 

· Marketing position that utilizes my writing skills and enables me to make a positive contribution to the organization. 

· Search engine optimization position where I can use my SEO skills and experience to increase site traffic and search engine placement. 

· To secure a position with a well established organization with a stable environment that will lead to a lasting relationship in the field of finance. 

· To obtain a position that will enable me to use my strong organizational skills, educational background, and ability to work well with people. 

· Experienced HR Coordinator who enjoys challenge seeking opportunity to learn and improve skills. 

High School Students Need a Resume Too

As a high school student, you may think that you don't need a resume until you are about to graduate from college and begin your search for a full-time job. However, high school students need resumes just as much as college students do. From getting into college to obtaining a part-time job, a resume is essential because college recruiters and employers alike want to see a brief summary of your abilities, education, and experiences. Here is what you should include in your high school resume.

Heading
Your name, address, telephone number, and e-mail address should all go at the top of your resume. Be sure to use a permanent address and telephone number. Also, remember to use an e-mail address that sounds professional. First name Last name@ is the standard format for an e-mail address when using it on a resume. Do not use an e-mail address such as hotbody@soandso.com. It just doesn't sound professional.

Objective
An objective lets college recruiters or potential employers know your main goal. If your target is a college recruiter, tailor your objective to that specific school. For example, your objective may be, "To earn a degree in Psychology at Boston College." If you want to get a part-time job, you will need to modify your objective to that particular job, such as "To obtain a part-time sales position with Hollister."  

Education/Academics
In the education section, list the schools you have attended. Be sure to include your GPA if it is a 3.0 or higher. You can also mention any academic honors, awards, and/or recognitions that you have received. These can include honor-roll recognitions, essay-writing awards, science competitions, etc. 

Experience 
The experience section should briefly give an overview of work experience that has taught you valuable skills. In this section, include: title of position, name of organization, location of work (town and state), dates of employment, and description of work responsibilities. Be sure to use action words to describe your job duties, such as sold, created, processed, etc. Since many high school students do not have a lot of work experience, you can also describe class projects in which you have learned important skills or even leave this section out all together and concentrate on the education/academics and additional information/extracurricular sections.

Additional Information/Extracurricular Activities
The additional information or extracurricular section should be used to place key elements of your background that don't fit in any other section. You may want to include: special skills, leadership roles, volunteer experiences, participation in sports, band, yearbook, etc. This section is where you can demonstrate your uniqueness.

References
Be sure to ask people if they would serve as your reference before you give their names out. You do not need to include your reference information on your resume. A statement at the bottom of your resume that says, "References available upon request," is sufficient.  

Having a resume in high school is just good sense. You never know when a recruiter at a college fair or a potential employer might request one.

High School Student Resume Examples
Use these resumes as guidelines
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	Christine Jones
24 Mansfield Av, Oklahoma, OK 73118

Chris73118@hotmail.com

Tel: (405) 524-9999

PROFILE:An enthusiastic and hard working high school graduate who is keen to find a position in a major accountancy practice. Reliable, trustworthy, numerate and meticulous. Worked for a firm of chartered accountants last Summer and gained a good understanding of an accountancy practice. Able to work on own initiative or as part of a team and can deal with administrative duties competently.

EDUCATION:
· Tulsa High School, Graduated 10th in class of 170 students and received honors in Science with a GPA of 3.8.

EXPERIENCE:
      Intern, Johnson & Stevens, 2004
· Assisted the Senior Partner who was conducting audits on major companies in the area.

· Handled incoming telephone calls to the Senior Partner from other companies and members of the public.

· Organized and maintained the Senior Partner's filing system.

· Typed reports on a PC using Microsoft Word.

· Devised a new filing system to maintain the files held by the department.

· Solved users PC problems including sorting out spreadsheets, explaining how to use complex features in word-processing packages.

REFERENCES:
· Dr Andrew Brown Tel: (405) 524-9992.

· Mr Jack Davenport Tel: (405) 524-9993.

INTERESTS:
· Interests at high school included organizing a charity quiz, which raised $5000. Movies and theater. 
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Christopher Jones
24 Mansfield Av, Oklahoma, OK 73118

Chris73118@hotmail.com

Tel: (405) 524-9999

PROFILE: A self-motivated and resourceful high school graduate who is seeking a demanding sales role in a major company. Excellent communication, presentation and negotiation skills. Driven to succeed and attain targets.

EDUCATION:
· Tulsa High School, Graduated with honors in Science with a GPA of 3.8.

EXPERIENCE:
      Intern, Chide Community Center, 2003
· Organized a local advertising drive that increased the number of elderly people coming to the center by 20%.

· Organized games for people attending in the afternoons.

· Escorted some of the elderly people to and from the center.

REFERENCES:
· Dr Jane Davey Tel: (405) 524-9932.

· Ms Sarah Winters Tel: (405) 524-9923.

INTERESTS:
· Interests at high school included organizing a charity quiz, which raised $5000. Movies and theater. 

AWARDS RECEIVED:
· Interests at high school included organizing a charity quiz, which raised $5000. Movies and theater. 

  




PERRY JAMESON
1515 Stanley Drive #62
Hometown, KS 66202
perry.jameson@dbplanet.com 
(913) 555-1938

OBJECTIVE
To obtain knowledge of the day-to-day workings of a communications, public relations, or publishing firm through a part-time job or summer internship.

EDUCATION
Completed three years at Hometown High School.
Graduation date: May 2005.
G.P.A. 3.85 Top 5% of class.

EXPERIENCE
Newspaper Staff Member, Hometown High School
· Aug 2004 - present. Features editor of campus newspaper.

· Aug 2001 - Aug 2004. Researched information for news articles using library and Web sources. Composed and edited informational articles, columns, editorials, and advertising copy.

Yearbook Committee Member, Hometown High School
· Aug 2004 - present. Editor-in-chief of yearbook staff. Leader of design and publication teams from initial layout through finished product.

· Aug 2003 - Aug 2004. Yearbook staff member. Experience taking photographs, designing layout, and writing captions and sidebars.

RELEVANT HIGH SCHOOL STUDIES
Technical writing; advanced composition; debate; video production; computer classes providing knowledge of word processing, desktop publishing, and Web software.

HONORS, AWARDS, AND MEMBERSHIPS
· U.S. Media Association Scholarship recipient
Scholarship based on academic achievement, community service, and campus participation and leadership in high school communications projects and studies.

· 2004 Best High School Newspaper Design winner
Central State Regional Communications Contest, sponsored by the Communications Department, State University.

· President of high school chapter of 
Future Communicators of America (FCA), 2004 - present
Member, 2003 - present.

· Treasurer of National Honor Society, 2004 - present
 Sample Resume - High School - No Work Experience
  FirstName LastName
6 Pine Street, Arlington, VA 12333
home: 555.555.5555
cell: 566.486.2222
email: phjones@vacapp.com 

· Education 

Arlington High School, Arlington, Virginia
2002 - 2006
· Experience

Pet Sitter
2004 - Present
• Provide pet sitting services including dog walking, feeding and yard care.

Child Care
2002 - Present
• Provide child care for several families after school, weekends and during school vacations.
· Achievements 

· • National Honor Society: 2004, 2005, 2006 

· • Academic Honor Roll: 2002 - 2006 

· Volunteer Experience
· • Big Brother / Big Sisters
• Arlington Literacy Program
• Run for Life
· Interests / Activities
· • Member of Arlington High School Tennis Team
• Girl Scout
• Piano
· Computer Skills
· • Proficient with Microsoft Word, Excel, and PowerPoint, and Internet
Christopher Jobs

1234 West Street, Any town, AZ 85304 | (555) 555-5555 | resume@jobdoggy.com

Objective

I’m a high school student with great leadership skills and customer service experience who’s looking for a challenging summer job.

Experience

Summer 2008 | A&C Logistics | Any town, AZ
Call Center Representative
· Provided excellent customer service in a high-volume call center.

· Handled highest call volume 2 months in a row.

2008-Present | Any High School Student Council | Any town, AZ
Class Senator
· Responsible for planning quarterly pep rallies for 2,000 students.

· Led school-wide food donation drive that collected 1,000 pounds of food for the local food bank.

Education

2000-Present | Any High School | Any town, AZ
· Maintaining a grade point average of 3.7

· Active member of Student Council

· DECA state winner

	Jane A. Resume
	Retail/Customer Services


321 Main Street, My City, NJ XXXXX   (201) 555-1212

Sophomore
Your High School

	Honors:
	· Honor Roll
· Girl Scout Leader

· Class Treasurer


SKILLS / KNOWLEDGE

	· Conversational Spanish
· Organizing Skills

· Capital markets

· Word Processing (Word)
	· Accounting / Mathematics
· Team Building

· Windows XP

· Spreadsheets (Excel)


ACHIEVEMENTS

· Elected to the position of Class Treasurer, giving me experience in the areas of applied mathematics and fundamental accounting.

· Volunteered to help raise money for the high school swim club – exceeding the school’s funding goal of over $10,000.

· Proficient in the use of personal computers at home to prepare homework assignments and the use of the Internet for researching term papers.

· Member of the schools chess club and dance club.  Named captain of the freshman swim team. 


· Helped to reorganize entire book collection of the school’s library.  This required attention to detail and helped me gain organizing skills.

CHRISTINE JONES 



1515 Gator Lane * Gainesville, FL * 32310 * 352-392-1601 

SKILLS/ATTRIBUTES
Organizational/Management 

· Handled stocking and assisted in managing flow of stock in grocery store 

· Prepared weekly inventory reports and submitted to supervisor 

· Recommended new stocking system, which reduced stocking time by four hours a week 

· Served as treasurer of high school RC airplane club for two years 

· Coordinated candy sale fund raiser for RC airplane club, which resulted in $350 in profit 

· Helped plan monthly "flings" and quarterly meetings 

Customer Relations 

· Assisted grocery shoppers in finding products 

· Provided carry-out service 

· Created new customer comment program, which included a personal letter from the appropriate department head and increased customer satisfaction by 75% 

· Served 78 customers on neighborhood newspaper route and handled billing and collections 

· Initiated revised billing program for paper route, which increased on-time payments by 30% 

Communication 

· Wrote articles about RC airplane club for high school newspaper 

WORK HISTORY
Stock clerk, Superthrift, Maddington, FL (Summers and after school, June 1992-current)
Newspaper carrier, Daily Times, Gainesville, FL (June 1990-June 1992) 
EDUCATION
Graduate, Washington High School, Gainesville, FL (June 1994) 

Example Resume: Recent High School Graduate with No Paid Job Experience


JOHN B. GATOR
143 Gator Drive
Gainesville, Fl 32608
(352) 555 - 1111 

	Career goal
	A secretarial or administrative assistant position.

	Summary of skills

	Organizational
	· Worked with local business to update companies secretarial manual (fulfilled class requirement); helped design new memo format, which simplified formatting and gained company-wide acceptance. 

· Created responsibilities manual for volunteers at country hospital, which reduced over-lapping duties and increased efficiency. 

· Assisted in managing volunteers for outpatient information desk at hospital. 

	Secretarial
	· Experienced in document formatting, proofreading and administrative assistant duties. 

· Skilled in Microsoft Works and Lotus 1-2-3 on IBM compatible system. 

· Ability to type 70 words per minute with no errors. 

	Communication
	· Delivered a speech to local civic clubs and philanthropic organizations on the importance of hospital volunteers, which brought in seven new volunteers. 

· Wrote articles for local newspaper on vocational team's achievements at district and state contests. 

	Education

	Graduation expected
June 1995
	Huntsville High School, Huntsville, TX (Current GPA is 3.7/4.0) 

	Related course work
	Bookkeeping I & II, Typing, Advanced Typing, Computer Operations, Word Processing I & II, Business Curriculum (2 Years) 

	Awards
	Outstanding High School Volunteer, Warren Country Hospital (1995)
State Business Vocations Contest (1995) 

· document formatting (1st) 

· business knowledge (2nd) 

· administrative assistant competition (2nd) 

	Memberships
	Business Professionals of America (student member)
Texas Association of Hospital Volunteers
Jr. Rotarian


Cover Letter Format

Your Contact Information 
Name 
Address 
City, State, Zip Code 
Phone Number 
Email Address 

Date 

Employer Contact Information (if you have it)
Name 
Title 
Company
Address 
City, State, Zip Code 

Salutation
Dear Mr./Ms. Last Name, (leave out if you don't have a contact) 

Body of Cover Letter
The body of your cover letter lets the employer know what position you are applying for, why the employer should select you for an interview, and how you will follow-up. 

First Paragraph 
The first paragraph of your letter should include information on why you are writing. Mention the position you are applying for and where you found the job listing. Include the name of a mutual contact, if you have one. 

Middle Paragraph(s)
The next section of your cover letter should describe what you have to offer the employer. Mention specifically how your qualifications match the job you are applying for. Remember, you are interpreting your resume, not repeating it. 

Final Paragraph 
Conclude your cover letter by thanking the employer for considering you for the position. Include information on how you will follow-up. 

Complimentary Close
Respectfully yours, 

Signature
Handwritten Signature (for a mailed letter)

Typed Signature 

Highlight your skills and experience in a well-written cover letter.



Now that you have developed a resume to apply for a job, you need to create a cover letter. A cover letter should accompany your application every time you apply for a job. It serves as a formal introduction and should briefly reflect why you are qualified for a position. A cover letter also does the following:

· Gives an employer a snapshot of your personality.

· Signals that you pay attention to details.

· Conveys professionalism.

· Demonstrates immediately your written communication skills.

· Gives you an opportunity to highlight your skill sets and experience.

Getting started on your cover letter — things to think about

· Why are you applying for the job? What are your objectives?

· What are your reasons for wanting to work for the employer?

· What are your skill sets and how do they fit into the job you are applying for as well as the vision and mission of the employer?

Cover letter guidelines

· Keep it short, usually one page.

· Ask a reliable source to read and edit your cover letter before you send it.

· Customize your letter as much as possible by acknowledging the reader and the employer.

· Focus on what you can offer the employer.

· Express your career aspirations and goals.

· Establish what makes you different from other candidates. Recruiters get a lot of cover letters and resumes, so make yours stand out.

 

SAMPLE COVER LETTER 1 
Your Street Address 
Your City, state, zip 
Date  

Person's Name 
Company Name 
Company Address 
City, State, Zip 

Dear (Mr./ Ms. Person's Name):  

Several items mentioned in your advertisement for a Research Assistant in the (name of publication) on (date) suggest you may be searching for someone with my background. In fact, I was excited to see how closely my qualifications matched your requirements:  

	Your Requirements 
	My Qualifications 

	· Background in Biology 
	· Graduated with a BS in Biology/Conservation track 

	· Field experience 
	· Independent study in field research with toads as well as the course Field Biology 

	· Ability to write reports    
	· Writing endorsement in science format 

	· Basic statistical knowledge    
	· Course work in Elementary Statistics 


My Biology coursework has centered on Conservation as highlighted on my resume. This academic background has also prepared me for field research. I have taken multiple Biology and Chemistry classes which have enabled me to improve my research skills as well as my analytical abilities. As a result of my rewarding field research with toads last summer and my academic coursework, I am confident that I could make a strong contribution to your wildlife research department. 

Thank you for your consideration of my credentials. I will contact your office in the next ten days to see if you require any additional information regarding my qualifications. 

Sincerely, 

 

Your Name 

Enclosures: resume 



  

SAMPLE COVER LETTER 2 
1234 Main Street 
Sioux City, IA 51106 
January 5, 2002  

Mr. Sam Jones 
Director of Marketing 
Creative Communications 
3 Creative Way 
Sioux City, IA 51103 

Dear Mr. Jones:  

During the course of my research on (name of topic), I became aware of, and impressed by Creative Communications through your website. Therefore, I was very pleased to see your vacancy announcement for a Marketing Assistant in the employment section. I would like very much to be considered for the position.  

I am a recent college graduate seeking an entry level position in marketing. During the past four years, I was president of the campus chapter of the American Marketing Association. As president, I was able to increase membership by forty-eight percent. Achieving these results required strong leadership skills and a great team. 

In addition, I have operated a window washing business successfully to earn money for college expenses. This also gave me the opportunity to establish my skills in product development and marketing strategy. 

Furthermore, Mr. Jones, I have developed the personal attributes that will lead to my success as your Marketing Assistant. These include personal motivation, leadership, determination, creativity and an entrepreneurial and competitive attitude.  

Additional accomplishments are summarized in the enclosed resume. I am looking forward to the opportunity to discuss my techniques with you in a personal interview. On January 29 I will call you  to arrange a time for us to meet. I am confident that I can make an immediate and valuable contribution to the achievement of Creative Communications' long term goals. Thank you for your time and consideration.  

Sincerely,  

 

Confident Smith  

Enclosure: resume 



  

SAMPLE COVER LETTER 3 
7 Apple Court 
Sioux City, IA 51101 
January 5, 2002 

Mr. Archie Johnson 
Iowa Investments, Inc. 
25 Iowa Street 
Cedar Rapids, IA 52402 

Dear Mr. Johnson: 

My outgoing personality, sales experience, and education make me a strong candidate for the insurance broker position currently open at Iowa Investments, Inc. I learned of the position through Career Services at Morningside College. 

I recently graduated from Morningside College with a Bachelor of Science degree in Business Administration with an emphasis in marketing. While in college, I was president of both the Creative Edge Marketing Club and the American Marketing Association. 

Although a recent graduate, I am not a typical new graduate. I attended school in Michigan, Arizona and Iowa. I have put myself through these schools by working such jobs as radio advertising sales and newspaper subscription sales. These jobs enhanced my formal education.  

I have the maturity, skills, and abilities to embark on a career in insurance brokering, and I would like to do this in Cedar Rapids, the city I grew up in. I will be in Cedar Rapids at the end of this month, and I would like very much to talk with you concerning a position at Iowa Investments. I will follow up this letter with a phone call next week to see if I can arrange a time to meet with you. Thank you for your time and consideration. 

Sincerely, 

 

Graduate Broker 

Enclosure: resume 



  

SAMPLE COVER LETTER 4 
1525 Morningside Avenue 
Sioux City, Iowa 51106 
January 5, 2002 

Thomas Lake 
Chief of Police 
Storm Lake Police Department 
154 Main Street 
Storm Lake, Iowa 51109 

Dear Mr. Lake: 

I will graduate from Morningside College this May with a major in Criminal Justice, and I wish to obtain a position as a police officer with the Storm Lake Police Department. 

While pursuing my degree at Morningside College, I worked twenty hours per week as a volunteer with the Sioux City Police. In this capacity, I gained experience in investigating thefts and local burglaries. In addition, I had the opportunity to accompany police officers on their evening patrols. I believe that this firsthand experience, along with my course work in criminology, makes me an excellent candidate to work on your police force. Finally, I have the maturity, self discipline, and motivation to embark on a career in police work. Please see my enclosed resume for further details about my education and work experience. 

Over spring break, March 10 to March 15, I anticipate visiting Storm Lake to explore housing arrangements. During that time, I would appreciate the opportunity to visit with you as well. I will contact your office next week to arrange a meeting at a time convenient for you. Any time that you can take away from your busy schedule will be greatly appreciated. 

Thank you for your time and consideration. 

Sincerely, 

 

Joe Smith 

Enclosure: resume 



  

SAMPLE COVER LETTER 5 
10 S. Crawford Road, #2 
Vermillion, SD 57069 
January 5, 2002 

Ms. Job Place 
Department of Staff Personnel Services 
Omaha Public Schools 
32 Teacher Street 
Omaha, NE 68131-2024 

Dear Ms. Place:  

I am very interested in applying for the high school math teaching vacancy advertised in the Sunday, January 2, 2002, Omaha World Herald. In May of this year, I will complete my Bachelor of Science degree in Secondary Mathematics Teaching from Morningside College in Sioux City, Iowa.  

As you will note on the enclosed resume, I am currently student teaching at East High School. My teaching load includes Algebra 1, Geometry, and Pre-Calculus. I have worked cooperatively with the mathematics team to implement effective discipline and work strategies. In addition to student teaching, I have completed over 300 hours of practicum experience at the middle and high school level. These practices involved working directly with students in Algebra, Biology, Geometry and Pre-Calculus. As a result of my rewarding student teaching and practicum experiences, I am confident that I can make a strong contribution to the math department in the Omaha Public Schools.  

In support of my application, I am having my credential file from Morningside College forwarded to your office. I will contact you next week to see if a meeting can be arranged. Thank you for considering my application and I look forward to talking with you.  

Sincerely, 

 

Tammy Searching 

Enclosure:  resume 




  

SAMPLE COVER LETTER 6 
245 Job Search Street 
Sioux City, IA 51104 
January 5, 2002 

Ms. Recruiter Johnson 
Marketing Director 
Dynamics Corporation 
1 Dynamics Avenue 
Minneapolis, MN 55436  

Dear Ms. Johnson:  

I am applying for your training program in the area of marketing research. I learned of this position through Career Services at Morningside College.  

Your training program requires experience in marketing. I am graduating in May 2000 with a Bachelor of Science degree in business administration and an emphasis in marketing. In addition, I have work-related experience in the area of marketing. During the past four years, I have worked part-time for an advertising agency. In this capacity, I have had responsibilities for editing and market research. Also, as a volunteer with United Way, I have coordinated campaign materials. Please see my enclosed resume for more details on my qualifications. 

I believe my course work, part time employment, and volunteer activities make me an excellent candidate for your training program in market research. Further, I am greatly enthused about a career in market research and in working for Dynamics Corporation. 

Please consider my request for a personal interview to discuss my qualifications further. I shall call you next week to see if a meeting can be arranged. Should you need to reach me, please feel free to call at (712) 277-3953.Thank you for your time and consideration. I look forward to talking with you. 

Sincerely, 

 

Iwann>Job   

Enclosed: resume 

Basic Sample cover letter

1234 Hire Me Drive
Anytown, USA 12345

February 12, 2006

E. M. Ployment
Director of Recruiting
CompanyCo
567 E. Opportunity Way
Jobsville, USA 34567

Dear Mr. Ployment:

I am responding to the employment opportunity listed on your Web site. Please accept this letter and accompanying resume as evidence of my interest in applying for the (position title) at (company name).

I have the following experience (add experience here) which makes me uniquely qualified for this position.

I would appreciate the opportunity to meet with you and discuss how my skills would meet the needs of your company. Attached is my resume for your consideration. I look forward to hearing from you.

Sincerely,

Your Name

20 Jobs You Can Get With a High School Diploma 

 For many, the road to success cuts through college and often graduate school. But the skyrocketing cost of education coupled with the widespread squeeze on people's bank accounts and time, makes pursuing a traditional four-year or graduate degree a pipe dream.

For others, like IT professional Chris Moyer, success isn't contingent on a bachelor's or master's degree. Moyer's career path began in high school, where she was able to take two weeks of technical training per month. After high school, she moved into data entry and computer operations.  While she raised her small children, she did temporary computer work and then went to technical school for computer programming. 

"I found a job at a small company, which had purchased a computer and some business software and needed someone to get it up and running," Moyer says. "I took the job at minimum wage and earned the experience I needed to move on. There were similar jobs after that and I increased my salary along the way."

She eventually worked her way into consulting and today, Moyer is an assistant vice president of IT working for a major bank.

Moyer's situation is not unique. There are millions of people who find themselves in this situation including those who:

·         Have a high school diploma or GED

·         Have some work experience but no college degree

·         Want to try a new career but don't want to go through years of schooling

·         Can't afford the money or time to go back to school

So how do you land a job or change careers when your educational options are limited? Here are 20 jobs that require a high school degree, on-the-job training, vocational training, certification or a combination:

1.       Automotive service technicians 
What they do: Also called mechanics, automotive service technicians inspect, maintain and repair automobiles and light trucks using traditional equipment and computerized tools
What they need:* Postsecondary vocational award; certification from National Institute for Automotive Service Excellence (ASE) is highly regarded

What they earn: ** $37,662

2.       Accounting clerks 
What they do: Also known as accounts payable clerks or accounts receivable clerks, duties may include posting details of transactions, computing interest charges, making sure loans and accounts are up-to-date, and ensuring account accuracy
What they need:* A high school diploma and some accounting coursework or relevant work experience
What they earn:** $29,991

3.       Carpenters
What they do: From highways and bridges to kitchen cabinets, carpenters construct, erect, install and repair structures and fixtures made from wood and other materials
What they need:* About three to four years of both on-the-job training and classroom instruction

What they earn:** $36,889

4.       Customer service representatives 
What they do: Serve as the direct point of contact for customers of all types of businesses by answering questions and concerns, providing information and addressing complaints
What they need:* Moderate-term on-the-job training

What they earn:** $31,685

5.       Dental assistants 
What they do: Not to be confused with dental hygienists, dental assistants work closely with dentists and perform a variety of duties including instrument sterilization, obtaining records and preparing patients for treatment 
What they need:* Many skills are learned on the job, but there are also dental-assisting programs, which often take one year or less to complete

What they earn:** $32,246

6.       Electricians 
What they do: Install and maintain wiring, fuses, circuits, outlets, load centers, panel boards and electrical machines in homes and businesses
What they need:* Long-term on-the-job training, often in the form of an apprenticeship program lasting four to five years

What they earn:** $47,869

7.       Fitness trainers 
What they do: Lead and instruct people in exercise activities, either individually or in a group setting , in fitness centers, gyms, hospitals, universities and clients' homes
What they need:* Postsecondary vocational award or certification is critical and depends on the employer and specific type of fitness work.

What they earn:** $24,890

8.       Gaming managers and supervisors 
What they do: Oversee the operations and personnel in an assigned area of a casino or gaming facility and ensure workers and gamblers are aware of and adhering to the rules of the games
What they need:* Related work experience and a license from a regulatory agency

What they earn:** $47,429

9.       General maintenance and repair workers 
What they do: Troubleshoot, inspect and diagnose problems in many different crafts (like carpentry, plumbing, air conditioning and heating, and painting) and decide the best way to correct them
What they need:* Moderate-term on-the-job training

What they earn:** $27,890

10.   Home health aides
What they do: Assist elderly, ill or disabled people at home instead of health-care facilities. They provide  services like administering medications and checking temperatures, and may also do housework and assist with personal care
What they need:* Short-term on-the-job training by registered nurses or experienced aides

What they earn:** $22,163

11.   Interpreters and translators 
What they do: Interpreters convert one spoken language into another and must express thoughts and ideas clearly; translators convert written materials from one language into another and should have excellent writing and editing skills
What they need:* Fluency in two or more languages and long-term on-the-job training

What they earn:** Interpreters -- $37,700; Translators -- $42,229

12.   Manicurists and pedicurists 
What they do: Also called nail technicians, they groom and polish fingernails and toenails and provide manicures and pedicures
What they need:* Postsecondary vocational award; license may be required

What they earn:** $19,978

13.   Medical assistants 
What they do: Perform administrative and clinical tasks (depending on what's allowed by the state) in doctor and other health practitioner offices 
What they need:* Some may be trained on the job but others complete one- to two-year programs

What they earn:** $30,136

14.   Nursing aides, orderlies and attendants 
What they do: Provide a variety of hands-on and routine tasks in many aspects of a patient's care, including but not limited to: helping patients eat and groom, escorting them to exam and operating rooms, and taking temperature or blood pressure
What they need:* Postsecondary vocational award

What they earn:** $25,133

15.   Office clerk 
What they do: Specific duties vary depending on type of office but can include administrative duties, data entry and using office equipment
What they need:* Short-term on-the-job training

What they earn:** $29,410

16.   Pharmacy technicians 
What they do: Work in retail and mail-order pharmacies assisting pharmacists by preparing medication, stocking shelves and performing administrative duties; state rules regulate specific duties

What they need:* Moderate-term on-the-job training or certification

What they earn:** $28,624

17.   Restaurant cooks 
What they do: Measure and cook ingredients according to recipes, use kitchen equipment and order food supplies 
What they need:* Long-term on-the-job training or vocational training

What they earn:** $21,774

18.   Retail salesperson 
What they do: Assist customers in choosing merchandise, maintain the look and feel of store to set standards, and operate the cash register
What they need:* Short-term on-the-job training

What they earn:** $24,223

19.   Skin care specialists and estheticians
What they do: Cleanse and beautify the skin by giving facials, full-body treatments, head and neck massages, as well as apply makeup
What they need:* Postsecondary vocational award and license

What they earn:** $28,259

20.   Truck drivers, heavy and tractor-trailer
What they do: Drive and operate large capacity trucks and vans and transport goods including cars, livestock and other materials city to city or over long distances
What they need:* Moderate-term on-the-job training, good driving record and commercial driver's license

What they earn:** $34,618

 
