EIizabeth Cook Campus Mailing Address

Permanent Address
123 Country Road, Anytown, NJ 09876

10 College St. Apt. #3, New Brunswick, NJ 08901
Mobile Number: 876-543-1234

Email: ecook@gmail.com

Objective

Education

Relevant
Courses

Projects

Practicum

Related
Experience

Work
Experience

Skills

Seeking a research position or program technician in the field of animal sciences, to apply my educational knowledge, research
skills, and laboratory experience.

Rutgers, The State University of New Jersey, New Brunswick, NJ
School of Environmental and Biological Sciences, Graduation: May 20XX, GPA 3.6
Bachelors of Science in Animal Science, Lab Animal Science option, Minor in Equine Science

Scientific and Technical Writing Basic Statistics for Research
Animal Science Animal Reproduction

Animal Physiology Animal Nutrition

Lab Animal Science Management and Techniques Endocrinology

Animal Science Project
e  Thesis: Proper Horse and Stables Management
o Designed and presented an efficient and operable livestock ranch to a class of 120 students
e Presented research on stables regulations, concerning the use of light & dark cycles to produce livestock productivity
e  Performed research in the endocrine system of sheep

Animal Practicum - Dairy Cows
e Took blood samples and administered vaccinations to dairy cows
e Examined the reproductive system of dairy cows
e  Oversaw stables, equipment, and operation of barn machinery

Laboratory Animal Science
o Learned principles, practices with emphasis on animal care, biology of traditional laboratory animals, and received
hands-on experience with routine research methods with rodents
e  Studied The Overview of Research Using Animals, Animal Rights vs. Animal Welfare, Regulations and Laws, Anatomy
and Physiology, Health, and Nutrition and Disease, Animal Housing and Facility Design, Animal Handling,
Pharmacology and Surgery, Transgenic Animals and Genotyping

Rutgers Department of Animal Science New Brunswick, NJ
Research Lab Assistant September 20XX- Present
e  Contribute to the research of lactational physiology and cell growth endocrine regulation
e  Prepare nucleic acid and protein samples and running electrophoresis gels
e Maintain lab facilities and sterilized lab equipment

Banfield, The Pet Hospital Bridgewater, NJ
Pet Nurse Assistant January 20XX-September 20XX
o Assisted doctors during examinations, and handled animals during procedures
o Administered medications and vaccinations to animals
o  Drew blood, ran blood tests, and analyzed fecal samples for parasites
e  Checked clients and patients in and out of the hospital

Rutgers New Brunswick Computing Services New Brunswick, NJ
Supervisor-in-Training January 20XX—Present
Work with management team to successfully oversee daily operations of computer labs

Manage and train consultants while enforcing policies and procedures

Review job applications and conduct interviews for the hiring of new consultants

Create and update physical and digital resources for the workplace under constrained deadlines

Maintain the operation and inventory of supplies for secondary lab sites

e  Motivated, driven, and team-oriented individual with excellent interpersonal and communicational skills. Proven
leadership abilities and results-driven personality. Formally trained in customer service

Experienced in handling and rehabilitation of companion animals as well as squirrels

Proficient with Windows, Mac Operating Systems, Microsoft Office, Point of Sale System, and Banfield PetWare
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MARISA CRUZ

15 Junior Avenue, Rahway, NJ 08745 / mcruz@gmail.com / 908-321-8765

OBJECTIVE
Seeking a research position in the field of biotechnology, to apply my educational knowledge, research skills,

and laboratory experience

EDUCATION

Rutgers University, New Brunswick, New Brunswick, NJ
B.S. Biotechnology, May 20XX, GPA: 4.00.

Raritan Valley Community College, Branchburg, NJ
Biology, May 20XX, GPA: 3.88

RELEVANT COURSES
Forensic Biotechnology Microbial Technology Comparative Virology
Bioinformatics Nucleotide Sequence Analysis Molecular Genetics

LAB EXPERIENCE
Rutgers University, School of Environmental and Biological Sciences, New Brunswick, NJ

Lab Assistant, Internship (January 20XX — present)
e Assist Agricultural Microbiology professor with collecting data on nitrogen fixation in corn and soybean
e Chart plot data for further analysis and for scholarly research paper for conference presentations

LAB SKILLS & EXPERIMENTS
Cell Biology: Performed experiments consisting of pH gradients and cell function based on the pH of different fluids

Immunology: Conducted tests on antibodies produced from small animals. Tested to observe antigens, antibodies,
immunoassay.

Genetics: Created experiments using Drosophila melanogaster and their ability to mate with insects producing
mutations

Microbial Ecology: Conducted testing of different micro-organisms from soil environments. Studied enrichment and
isolation, detection and quantifications of micro-organisms.

Biochemistry: Used spectrophotometer to secure spectrums of different solutions to study major cellular
constituents and their metabolism.

HONORS & ACTIVITIES

e Rutgers Dean’s List — 5 semesters.

e  The SEBS Scholarship Award, 20XX, 20XX

e  The Bio Kappa fraternity, Cook Chapter, SEBS of Rutgers University, May 20XX - present
e  Biotechnology Service Award, 20XX, 20XX

WORK EXPERIENCE
Financed college expenses independently via part-time employment

Resident Assistant, Rutgers Apartments, Piscataway, NJ, 20XX
Customer Service Specialist, The Amusing Café Restaurant, Outerbanks, N.C., Summers 20XX — 20XX


mailto:mcruz@gmail.com

MADDIE HATTER

15 Senior Avenue, Rahway, NJ 08745 / mhatter@gmail.com / 908-123-4567

OBIJECTIVE
To secure a research position as a laboratory technician in the field of biotechnology, applying my knowledge and
research skills in developing and testing complex systems.

EDUCATION

Rutgers University, New Brunswick, NJ

B.S. Biotechnology, May 20XX, GPA: 3.88. Transfer Student.
Raritan Valley Community College, Branchburg, NJ

A. S. Biology, 20XX- 20XX, GPA: 3.78

RELEVANT COURSES
Forensic Biotechnology Microbial Technology =~ Concepts and Issues in Biotechnology Comparative Virology
Bioinformatics: Tools for Genomic Analysis Nucleotide Sequence Analysis Molecular Genetics

LAB EXPERIENCE

Rutgers University, School of Environmental and Biological Sciences, New Brunswick, NJ

Lab Assistant, Internship January 20XX — present
e Assisted Ph.D. of Agricultural Microbiology with collecting data on nitrogen fixation in corn and soybean.
e Charted plot data for further analysis and for scholarly research paper for conference presentations.

LAB SKILLS & EXPERIMENTS
Cell Biology: Performed experiments consisting of pH gradients and cell function based on the pH of different fluids.
Immunology: Performed tests on antibodies produced from small animals. Tested to observe antigens, antibodies,

immunoassay.

Genetics: Created experiments using Drosophila melanogaster and their ability to mate with insects producing
mutations.

Microbial Ecology: Conducted testing of different micro-organisms from soil environments. Studied enrichment and
isolation, detection and quantifications of micro-organisms.

Biochemistry: Utilized a spectrophotometer to secure spectrums of different solutions to study major cellular
constituents and their metabolism.

HONORS & ACTIVITIES

e  Rutgers Dean’s List — 5 semesters

e  The SEBS Scholarship Award, 20XX, 20XX

e  The Bio Kappa fraternity, Cook Chapter, SEBS of Rutgers University, May 20XX - present
e  Biotechnology Service Award, 20XX, 20XX

WORK EXPERIENCE
All income earned paid for college tuition

Resident Assistant, Rutgers Apartments, Piscataway, NJ, 20XX
Waiter, The Frog & The Peach, New Brunswick, NJ, Summers 20XX — 20XX
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P.J. Wong

10 Sky Street, Apt. 2, New Brunswick, NJ 08901 / pwongl@rutgers.edu / 609-123-9876

SUMMARY

Environmental Science major with 1 year of internship experience and extensive background in the field of research and

development. Earned reputation as a project leader in problem solving and team building. Familiarity of regulations and policies,

experience with preparation of laboratory equipment, contributing strong field experience and analytical skills.

EDUCATION

Rutgers University, New Brunswick, NJ

B.S. Environmental Science May 20XX, GPA: 3.60. Transfer Student.
South China University of Technology, Guangzhou, Guangdong, China
Environmental Engineering 20XX-20XX, GPA: 3.88

RELEVANT COURSES
Analytical Environmental Environmental toxicology Soil and Water
Numerical Methods in Environmental Science Environmental Law Principles of Ecology
Environmental Microbiology Laboratory Principles of Industrial Hygiene Hazardous Waste
LAB SKILLS  Knowledge of GLP regulations Observed cell culture work

Ability to perform equipment preparation Bacteria cultivation

Familiar with DNA sequencing, synthesis, buffer preparation, gel electrophoresis, microscopy, DNA extraction

LAB EXPERIMENTS
Cell Biology: Performed experiments consisting of pH gradients, such as cell function based on pH of different fluids

Immunology: Conducted tests on antibodies produced from small animals, to observe antigens, using immunoassay

Genetics: Used Drosophila melanogaster to test their ability to mate with insects producing mutations

RESEARCH EXPERIENCE

Rutgers University, School of Environmental and Biological Sciences, New Brunswick, NJ

Research Collaborator January 20XX — Present

Utilize GC to examine the mechanisms and products of microbial dechlorination of organic contaminants, and molecular
biology lab work

Assist in experiments on Hg cycling in coastal marine environments

Examine MC-ICP-MS data to evaluate Hg isotopic fractionation

Prepare lab equipment and supplies; practice report writing and assist in data analysis

South China University of Technology, Environmental Science Department, Guangzhou, China
Research Assistant September 20XX — June 20XX

Assisted in experiments to improve disinfection technology for secondary water supply safety in Pearl River
Manipulated and built a manual model to imitate water flow in the city’s irrigation system
Collected and analyzed data to find optimal disinfectants to maintain effluent quality and reduce by-products

INTERNSHIP

Intern, Environmental Science, Rutgers University, New Brunswick, NJ September 20XX — December 20XX

Air samples: Set up and use of the Hi- Volume Air Sampler using PUF (polyurethane foam)
Analysis of PCBs in air samples: quantification by GC/MS/MS using deuterated PCBs as internal standards

HONORS & ACTIVITIES

Alpha Zeta academic fraternity, Cook Chapter, SEBS of Rutgers University February 20XX — Present

ISCES (International Student Conference on Environment & Sustainability), participated in the section of water ecosystem in
Shanghai, China Summer 20XX

Honored with Guangdong Yida Scholarship 20XX
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JOHN RUNNER
987 Main Street, Anytown, NJ 01234
732-555-1010 johnmover@gmail.com

SUMMARY OF SKILLS:

Diligent, compassionate, dedicated to providing exceptional patient care, as well as insight of all facets of physical therapy
within orthopedics, neurologic, pediatric, aquatic based settings. Adept at establishing rapport, building trust, and interacting
with diverse backgrounds and personalities.

EDUCATION:
Rutgers University, Department of Kinesiology and Health, New Brunswick, NJ
Bachelor of Science, Applied Kinesiology, August 20XX, 3.8 GPA

RELATED COURSEWORK:
Anatomy Physiology of Fitness Exercise Programming
Kinesiology Emergency First Aide Human Motor Development
Sports Psychology Weight Management Exercise & Health Perspectives

AWARDS, HONORS:
e  University President’s Award for Outstanding Scholastic Achievement, 20XX, 20XX
e Dean’s List Honors Student, Fall 20XX-Spring 20XX

CERTIFICATIONS
CPR Certified and First Aid, December 20XX
ACSM Health/Fitness Instructor Qualified, June 20XX

EXPERIENCE:

Garden State Sports Center, Red Bank, NJ

Outpatient Orthopedic Technician September 20XX — June 20XX
o Worked with staff trainer with event coverage, evaluation treatment, and prevention of injuries
e Assisted with handling the care of outpatient services
e Managed patients intake forms and entered information into online databases

Health Fitness Center, Long Branch, NJ

Health Specialist Intern January 20XX — July 20XX
e  Worked with Dr. Jon Hip of the physical therapy department
e Assisted physical therapists with patient care including transfers, exercise, and other duties as requested
e Served as a liaison between patients and the medical staff

RELEVANT SKILLS:

Fitness Leadership and Education

Designed and instructed group exercise classes

e  Executed performance evaluation testing

o Performed fitness tests and relayed results to clients
o Designed exercise program for individual clients

Communication
e Advised customers and delivered outstanding service via telephone
e Created promotional flyers using Microsoft Publisher
e Coordinated and communicated well with coworkers to ensure efficiency and equality

ACTIVITIES
International Physical Therapy Conference, December 20XX

e Attended winter break physical therapy workshops with trips in Belgium and Ireland
Care View, member of the non-profit group in physical therapy, Orlando, FL, July 20XX
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LAWRENCE COOK
123 Farm Drive, Countryside, NJ 09876
Lawrence.cook@email.ru.edu / 908-123-4567

SUMMARY

Skilled food science technician with broad knowledge of food science, food production, agriculture and research labs
while evaluating food properties, conducting qualitative and quantitative measures. Self-driven person with a great work
ethic, desire to learn.

EDUCATION

Rutgers University, New Brunswick, NJ

Bachelors of Science in Food Science May 20XX

e Dean’s Honor Roll Spring 20XX-XX

RELEVANT COURSEWORK
Food Processing Food Safety & Quality Evaluation of Dairy
Organic Chemistry Statistics Organic Chemistry Lab
Biochemistry Microbiology Food Sensory Analysis

PROJECT

Product Development, Food Science Lab, Rutgers University 20XX

e Evaluated commercial flavored syrup products for addition to instant coffee as benchmarks for development of
powdered flavor mix

e Formulated a base powdered syrup mix that can be added to instant coffee

e Developed the powdered flavor in Caramel, Coconut, Raspberry, and Vanilla

e Matched the Caramel commercial benchmark product in consumer sensory panel

RELATED WORK EXPERIENCE
Rutgers University Food Science & Biotech Lab, New Brunswick, NJ 20X X-present
Lab Technician
e Researching the potential of micro-grafting in kiwi tissue culture
e Ran a research project researching the effects of hormones and pathogen control in kiwi germination for Rutgers
kiwi breeding program
e Assisted in researching new media and techniques in kiwi tissue culture
e Performed PCR, ligation, cloning, other lab procedures for genetic research of the kiwi genome

Clam Processing Center, The Highlands, NJ
Clamshell Sizing Operator Manager Summer 20XX
e Operated and oversaw operators of the cherry clam sizing equipment
o Researched the water loss potential in cherry clam shells
e Analyzed and operated a potential automatic clamshell filler for the Bottom Row Productions, including thorough
testing on bruising, carving, and efficiency

Top Shelf, Red Bank, NJ

Research and Development Intern Jan — May 20XX
e Professional consulting, product development, and lab testing
e Located, contacted, and set up client meetings with ingredient suppliers

Genesis SQL nutrition labeling software competency

o Coordinated and performed data analysis for sensory panels

The Shellfish Shack, Point Pleasant Beach, NJ

Assistant Chef Summer 20XX
e Assisted Head Chef with cooking dinners on weekends.
o Head Chef on weekdays, prep work, oversaw waiters
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LAWRENCE COOK

ACTIVITIES
Food Science Club, Vice President
o Coordinate plan fundraising, campus events and club trips
e Organize student presentation to Food Science Faculty at 20XX Orientation
e Participate at 4-H Fairs food processing booths
Food Science Department, Ambassador
¢ Represented and exhibited table at Community Day and Rutgers Day
Relay for Life, Volunteer
American Cancer Society, Member
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MARY GROUNDSWORTH Home: (908) 555-5555, Mobile: (908) 444-4444
123 Elm Street, Newtown, PA 09870. Email: grounds@gmail.com

LANDSCAPE ARCHITECT
Innovative landscape designer and project manager. Expertise in the development of design concepts,
technical drawings, graphics, and written reports. Core competencies include:
o Design Presentation e Rendering / Computer Graphics e Grading / Draining
e Conceptual Layout e Construction Documents e Site/ Land Planning

WORK EXPERIENCE
ABC Landscape Design, Philadelphia, PA 20xx — Present
LANDSCAPE ARCHITECT: Direct project coordination, design development, site / master planning,
planting design, construction documentation/specifications for residential, commercial, and golf resort
properties. Provide visual analysis, land surveys, and proposal submissions. Develop compelling
design package presentations and ensure excellent client service. Acquired necessary permits through
state, county, and local agencies.
NOTABLE PROJECTS:

e SJV Church, Newtown, PA — Co-developed landscape with team for new church addition and
upgrades to existing landscape. Worked within limited budget, phasing strategies to contain initial
costs. Created maintenance strategies to incorporate limited volunteer support as the main
maintenance resource.

o DEF Country Club, New Hope, PA — Redesigned the 9th hole for the golf course and renovated
the landscape of the historic Carriage House. Used photographic visualization to illustrate the vast
potential of the property.

o Brooks Residence, Tampa, FL — Helped homeowner to completely redevelop the four-acre site
with Japanese and woodland gardens. Designed and oversaw the installation of hardscape
elements such as a tea house, deck, walls, paving, fountain, and fencing. Developed a complex
and multifaceted planting scheme.

EFG Landscape Design, Lancaster, PA 20xx — 20xx
ASSISTANT PROJECT MANAGER (Jan 20xx — August 20xx): Achieved project objectives
through effective planning of project activities and leading project teams from sales phase to
implementation. Assisted in all landscape design projects, overseeing contracts, client service, and
proposal development. Worked with all phases of each project including site analysis, budgeting, staffing,
scheduling, procurement, installation, and quality control.

ASSISTANT LANDSCAPE DESIGNER: (Sept 20xx — Dec 20xx): Completed assignments with
instruction from the Landscape Architect and Project Manager, ensuring full adherence to design integrity
and project requirements. Partnered with project teams to provide effective landscape architectural
solutions. Planned work and scheduling throughout all phases of the design process.

EDUCATION
Rutgers University, New Brunswick, NJ
Bachelor's Degree in Landscape Architecture
Registered Landscape Architect #####

AFFILIATIONS
Member, American Society of Landscape Architects (ASLA), 20xx — Present



LAURA MARIE TAYLOR

Imtaylor@rutgers.edu

Rutgers University 12 Sunny Street
98765 RPO Way Water Grove,NJ
New Brunswick, NJ 08901 609-432-8765

732-975-3186
OBJECTIVE: A summer internship in nutrition and dietetics utlizing my educational background and experience.

EDUCATION: Rutgers University, New Brunswick, NJ
B.S. Nutritional Sciences. Dietetics Option. GPA: 3.5. Graduation: May 20XX

RELEVANT Nutrition Counseling Nutrition Disease

COURSES Advanced Nutrition Management of Foodservice Systems
Quantity Food Production Community Nutrition

HONORS Able Scholarship for Outstanding Student in Nutritional Sciences, 20XX

National Society of Collegiate Scholars, 20XX
National Scholars Honor Society, 20XX
Dean’s List 20XX - present

ACADEMIC

PROJECTS Laboratory for Introduction to Foods, Spring 20XX
e Applied knowledge of food composition and nutritious values to food preparation
Nutrition Counseling, Fall 20XX
e Developed and presented a behaviorally focused lesson to elementary school children
e Designed and distributed a calcium fact sheet as part of social marketing campaign
Quantity Food Production, Spring 20XX
e  Planned and executed a meal for Gourmet Night as part of group project
e Constructed one-week cycle menu and modified it for cardiac diet program

RELATED St. Peter’s University Hospital, New Brunswick, NJ

EXPERIENCE Nutrition Assistant March 20XX - Present
e Assisted in Dietetics Office with menu corrections for specific dietary restrictions
e Delivered meals to patients during tray line service
e Trained new staff with required tasks and responsibilities
e Created programs and spread awareness of healthy eating with Registered Dietitian
Planet Bakery, Brick, NJ
Assistant Baker Summers 20XX, 20XX
e Assisted chef in preparation, packaging, and storage of baked goods at high production level
e Presented educational programs to the public about healthy eating habits
e Designed dietetic options specifically tailored to senior citizens

ACTIVITIES Nutrition Advocates, 20XX-20XX

e  Assisted with writing and editing the Thanksgiving 20XX Newsletter

e Collected and studied nutritional research on elder generation of Australians, presented
findings at The Nutrition Advocates Conference, December 20XX

e Volunteered at NJ Food Bank, St John Vianney Food Shelter, YMCA cafeteria
Helping Hands Organization Fund-Raiser, and Breast Cancer Walk, 20XX
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JOHN GREENHOUSE
1234 Foliage Drive, Somerset, NJ 07890
(111)-678-5432
greenhouse@emailaddress.com

Job Objective:

Seeking a Plant Scientist position that offers an immediate challenge, career opportunity and
advancement.

Highlights of Qualifications:
Experienced in plant breeding, hybrid development and research studies
Extensive knowledge of plant biology, metabolism, and phytochemistry
Operational knowledge of using MS Office, bioinformatics tools, and database systems
Familiarity with GMP, Quality Management and safety regulations
Ability to operate and control agricultural machinery and research equipment
Ability to collect, analyze, and interpret research data and results

Related Experience:
Intern, Plant Scientist
FibroMiracle, Hunterdon, NJ August 20XX — Present
Grew and cultivated plant breeds in bulks for research studies
Collected plant samples and conducted experimental studies on them.
Researched experimental hybrids and assisted in production of inbreeds
Investigated and studied breeding, physiology, genetics, and management of assigned
plant breeds
e Produced and delivered high quality yield and agronomic data
o Operated and maintained assigned vehicles and equipment, safely and efficiently
o Interpreted and met all applicable government regulations and safety requirements

Plant Nursery Staff
Rose Garden, Washington, DC May 20XX — July 20XX
e Supervised staff of 10 workers
e Scheduled planting, harvesting of flowers for season and holiday demand
e Filled wholesale orders for clients
« Advised landscape artists concerning plant selection and care
o Managed plant care for 20-acre nursery and greenhouse site
Education:
Rutgers University, New Brunswick, NJ
B.S. in Plant Biology, Concentration in Horticulture Studies
Graduation: May 20XX
Vice President of Rutgers Plant Biology Club, 20XX

Relevant Coursework:

General Botany Plant Propagation
Principles of Horticulture & Crop Science Plant Materials
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CARLY MORNING
98 Featherleaf Road, Colonia, New Jersey, 0XXXX
(908) xxx-xxxx. morning@gmail.com

EDUCATION:
Rutgers University, New Brunswick, NJ
School of Environmental & Biological Sciences
Bachelor of Science, Public Health. Minor in Psychology
Graduation: May 20XX. GPA: 3.20
e Member, Public Health Society and Psi Chi Psychology Society

RELEVANT COURSEWORK:

Public Health Law and Ethics Needs Assessment and Program Planning Adolescent Development
Theory & Practice in Community Health Education Motivation and Emotion General Chemistry
Sociology of Medicine & Health Research Methods Public Speaking
Community Strategies for Health Education Principles of Public Health

PROJECT:

Public Health, School of Environmental & Biological Sciences, Rutgers University January 20XX - Present

Program Planning & Needs Assessment
e Observed food choices & and health behaviors of female mall patrons
e Completed needs assessment on women of reproductive age in the United States
e Created a program to increase the knowledge and awareness of preconception care among women in the US

RELEVANT EXPERIENCE:
Department of Public Health, Woodbridge Township, NJ November 20XX - Present
Certified Preconception Peer Educator

e Assisted with education on family life planning and health issues

¢ Informed families on the steps in becoming healthy before conception

e Educated males and females on preconception and how to decrease barriers and increase a healthy pregnancy

e Performed risk assessment on men and women to better understand their reproductive health behaviors

o Distributed resources on contraceptives, smoking cessation, BMI, and stress management

Union County Health Campaign, Union, NJ July 20XX - Dec 20XX
Volunteer

e Informed residents about the importance of creating a healthy lifestyle plan

e Educated residents and seniors about making smart food choices and increasing physical activity

o Created flyers to explain the importance of taking multivitamin with folic acid to prevent birth defects

Rite Aid, Westfield, NJ January 20XX - Present
Pharmacy Department Staff

e  Assisted customers with the medication information and answered any questions or concerns

e Updated pharmaceuticals and counted pills in the Pharmacy

COMMUNITY SERVICE:
e Volunteer, EMT, Union Township, NJ 20XX - 20XX
o Performed medical emergencies, drove ambulance, reported cases
e Volunteer, Brain Injury Alliance

0 Assisted with exhibiting at Share The Road with Bikers events in NJ 20XX - 20XX
e Volunteer, Relay For Life team, Summers 20XX - 20XX
e Program Coordinator, Youth Health Network Camp, Boston, MA, Summers of 20XX, 20XX

SKILLS:
o Familiarity with Data Analysis, Development of Performance Indicators, Data Collection, Epidemiological Skills,
Program Design and Evaluation, Working with Multi-Center Project
e Fluent in Arabic; conversational in French
e Proficiency in Word, Excel, Access, SAS, and SPSS
e Ability to deal and manage people in a caring, courteous and professional manner
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