
Robert Smith 
Computer Tutor

PERSONAL STATEMENT

Self-disciplined, a dedicated worker with over four years of experience in 
teaching Microsoft Office to adults, and a capable office worker that's 
proficient in data entry, word processing, and document 
proofreading/editing.

WORK EXPERIENCE

Computer Tutor
ABC Corporation -   January 2002 – January 2003 

Responsibilities:

 Taught basic computer skills including but not limited to MS Office Suite,
Dos, Coral Draw, Internet browsing, E-mail, and basic hardware 
assembly.

 Manage and oversee other Tutors and student assistants.
 Train and counsel community leaders with basic support skills using 

computer applications.
 Visiting clients in their homes, and teaching computers to new 

beginners.
 Oversaw all business operations including marketing, customer 

relations, customer retention, and potential new customer meetings.
 Provided onsite computer repair and consulting for residential 

customers and began emerging into the commercial IT consulting 
market.

 Developed and honed customer relations, technical and consulting 
skills.

Computer Tutor
Delta Corporation -   1998 – 2002 

Responsibilities:

 Taught basic computer skills including but not limited to MS Office Suite,
Dos, Coral Draw, Internet browsing, E-mail and basic hardware 
assembly.

 Manage and oversee other Tutors and student assistants.
 Train and counsel community leaders with basic support skills using 

computer applications.
 Self Employed Computer Tutor Visiting clients in their homes, and 

teaching computers to new beginners.
 Owner/Operator Oversaw all business operations including marketing, 

customer relations, customer retention, and potential new customer 
meetings and .

 Provided onsite computer repair and consulting for residential 
customers and began emerging into the commercial IT consulting 
market.

 Developed and honed customer relations, technical and consulting 
skills.
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Read Schematic. 
Microsoft Office - Word, 
Excel, Powerpoint.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)

https://qwikresume.com/resume-samples/
https://qwikresume.com/free-resume-template-usage-guidelines/


Education

In college in Transfer student - 2011(De Anza College - Cupertino, 
CA)
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