
In some industries, including experience that dates back more than 10 or 15 years 
can actually hurt candidates. For example, in tech, including jobs that focused on 
older, outdated technologies might make a candidate look stuck in the past, even if 
they’ve kept their skills current. 
 
Writing Resume Job Descriptions 

For each company you have worked for, you will want to provide your title, the 
company's name and location, the years you were employed, and a short summary 
of your responsibilities and accomplishments. 
 
Avoid making the mistake of simply listing tasks. You want to use this section to 
highlight your abilities and accomplishments. Use resume action words and focus 
on demonstrating that you helped the company solve its problems and achieve its 
goals; bonus points if you can do so with a dollar sign attached. These highlighted 
achievements will “pop” on the page if you separate them, using bullets, from the 
descriptions of your work responsibilities. 
 

Tip: It’s also a smart strategy to boldface dollar figures, growth percentages, or 
other key accomplishments. 
 

How to Format the Experience Section 
These are only two examples of effective strategies for structuring the 
“Experience” section of your resume: there are many ways you can present the 
information about each job. A resume template can help guide you toward 
choosing a design that works for you. 
 
Whatever style and format you select, make sure to be consistent. If you are using 
bullet points to describe your most recent position, you should use bullet points to 
describe each position you have held. If you have the years that you worked left-
aligned for one job, make sure that you follow that same alignment for every 
position listed in the section. 
 
Key Takeaways 

• The resume experience section provides detailed information about your work 
history, including job titles, job descriptions, and achievements. 

• Quantify your accomplishments by using numbers, percentages, and dollars 
earned or saved. 

• Don’t be afraid to leave off unrelated work experience if it doesn’t fit the story 
that you’re trying to tell about your work experience. 

 
 
Doyle, Alison. “What to Include in a Resume Experience Section.” The Balance Careers, Dotdash, 

26 May 2022, https://www.thebalancecareers.com/what-to-include-in-a-resume-experience-

section-2063320. 

What to Include in a Resume Experience 
Section 
When you're writing a resume, you’re telling a story. The information you 
include—and choose to leave out—will present a narrative about your experience, 
qualifications, and achievements. 
 
The resume experience section is key to this story. It provides detailed information 
about your employment history. This is the real heart of your resume, and the more 
years you have been employed, the more decisions you will have to make about 
what to include and what to leave off in this section. 
 
What's Included in the Experience Section of a Resume 

This section of your resume is where employers will look to see what jobs and job 
titles you've held in the past, providing them with an informative picture of your 
career arc. 
 
Ideally, you want the experience section of your resume to demonstrate growth. 
Throughout your career so far, you've almost certainly added skills, experience, 
and responsibility. This section will highlight how you've developed as a candidate, 
as well as provide a sense that you're an ambitious person who's always learning. 
 

Note: If your career path has taken some twists and turns, don’t worry—even a zig-
zag path can demonstrate growth. 
 

Some of the strongest candidates are those who’ve added skills in other, seemingly 
unrelated fields. It’s all about how you present the information. It’s also fine to 
leave out jobs that don’t fit the story you’re trying to tell the hiring manager. 
 
How to Write the Experience Section 

List the companies you worked for, dates of employment, the positions you held, 
and brief descriptions of your work responsibilities, enriched with keywords and 
enhanced with bulleted lists of quantifiable achievements. 
 
This work history is typically presented in reverse chronological order, beginning 
with your current job, and working back in time. Internships, summer jobs, and 
temporary jobs, in addition to permanent positions, can all be included in this part 
of your resume. 
 

Important: You do not have to include every job that you have held, especially if 
you have several years of experience or have worked in unrelated fields. 
 

Entry-level employees, who do not have a lot of on-the-job experience, should 
include every job possible while emphasizing the skills that match the job listing. 
But once you have worked for more than 10 years, you may find that some of your 
earlier jobs are less relevant to your career. You can leave those positions off, or 
group together earlier experience in a very truncated format at the end of your 
resume. 
 
Here are two examples of how early jobs can be listed on your resume: 

• Additional experience includes retail sales jobs at Barry's Books (20XX-20XX), 
Cindy's Clothing Store (20XX-20XX), and waitressing at Muffins and More (20XX-
20XX). 

• Additional experience includes early roles at ABC Company and XYZ company. 
 

How Much Experience to List 

Typically, a resume will have information about your most recent 10 to 15 years of 
experience. Beyond that timeframe, you do not need to include details unless the 
positions are relevant to your current career. 
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EMPLOYER POSITIONS AVAILABLE HOW TO APPLY

Acme Ongoing recruitment

Store Associate

Meat Cutter

In-Store Shopper

Night Crew

Pharmacy Clerk

Cake Decorator

Pharmacy Technician

Apply online at 

https://www.acmemarkets.com/

Advance Auto Parts Store Hourly

Store Driver

Salesperson

Apply on line at 

https://www.advanceautoparts.jobs/

Anchorage Healthcare Center Nurse Aide (non-certified, CNA Trainee)

GNA

Certified Medication Aide

Apply online at 

https://jobs.apploi.com/profile/communicaref

amily

Applebee's Bartender

Server

Carside To-Go Specialist

Host

Line Cook

Apply online at 

https://www.applebees.com/en/restaurant-

jobs

Atlantic General Hospital AGHS Rad Tech/Medical Office Assistant

Certified Coding Specialist

Certified Pharmacy Tech

Collections Specialist

Financial Counselor

Housekeeping Aide

Housekeeping Supervisor

Medical Office Assistant

Medical Receptionist

Peer Recovery Specialist

Public Safety Officer

Scheduler

Secretary/Nurse Technician

Surgical Tech

Apply online at 

https://www.atlanticgeneral.org/Careers.aspx

Atlantic Tractor - Salisbury, 

Pocomoke

Grounds Maintenance (Salisbury)

Accounts Payable Specialist (Salisbury)

Turf Equipment Salesperson (Salisbury)

Lawn & Garden Mechanic

Agriculture Equipment Mechanic

Service Writer

Diesel Technician

Ready to Mow Technician (Pocomoke)

Lawn &Garden Salesperson (Pocomoke)

Apply online at 

https://www.atlantictractor.net/employment
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BesTemps - Various locations Accounting Associate

Administrative Assistant

Assembler

Banquet Server

Carpenter

Dishwasher

Filter Technician

General Laborer

Grain Operator

Hospitality Worker

Housekeeper/Houseman

Industrial Maintenance Mechanic

Landscaping Assistant

Line Cook

Machine Operator

Maintenance Technician

Material Handler

Packaging Operator

Part Time Administrative Support Specialist

Pest Control Technician

Production Associate

Production Operator

Sales Associate

Shipping and Receiving Supervisor

Sign Installer

Warehouse Associate

Apply online at 

https://www.bestemps.com/looking-for-work/

Big Lots Store Associate/Stocker

Freight Processing Lead

Apply online at https://careers.biglots.com/

Blind Industries Cutting Operations Associate Apply online at https://www.bism.org/career

Berlin

Groundskeeper

Ocean City

Night Auditor

Beach Stand Attendant

Front Desk Agent

Houseman

Snack Bar Attendant

Housekeeper

Reservations Specialist

Snack Bar Supervisor

Maintenance Technician

Whaleyville

Maintenance Technician

Activities Supervisor

Camp Ranger

Housekeeper

Camp Host

Camp Store Associate

Snack Bar Attendant

Blue Water Apply online at https://bwdc.com/
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Bob Evans Restaurant Kitchen Prep

Host/Cashier

Assistant Manager

Carryout

Server

Key Supervisor

General Manager

Grill Cook

Front of House

Back of House

Dishwasher

Apply online at http://careers.bobevans.com/

Boscov's Sales Associate

Department Manager

Apply online at https://www.boscovs.com/

Burlington Shortage Control Lead

Store Associate-Shortage Control

Retail Receiving Associate

Retail Sales Associate

Cashier Associate

Retail Store Supervisor

Retail Store Closing Lead

Apply online at https://burlingtonstores.jobs/

Carrabba's Italian Grill - Ocean 

City

Assistant Kitchen/Culinary Manager

Ongoing recruitment

Prep Cook

Restaurant Busser

Dishwasher

Server

To-Go Specialist

Host

Bartender

Apply online at 

https://www.carrabbas.com/careers

Chesapeake Shipbuilding Ongoing recruitment

Pipe Fitter/Plumber

Fabricator/Ship Fitter

Carpenter

Electrician

Welder

Painter

Apply online at 

https://www.chesapeakeshipbuilding.com/car

eers

Chesapeake Utilities CGS Apprentice/Rail Car

Field Collector I

Field Coordinator I

Operations Assistant I

Distributions Systems Technician I

Apply online at https://chpk.com/

Chipotle Mexican Grill - Salisbury, 

West Ocean City

Ongoing recruitment

Restaurant Team Member - Crew

Apply online at https://jobs.chipotle.com/

City of Fruitland Certified Building Inspector

Public Works Maintenance Worker I

Utilities Field Service Technician I

Water Plant Operator

Waste Water Treatment Plant Superintendent

Apply online at 

https://www.cityoffruitland.com/

City of Pocomoke Water/Wastewater Lead Operator

Public Works General Laborer

Police Communications Operator

Entry Level/Lateral Police Officer

Apply online at 

https://www.cityofpocomoke.com/info/jobs
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City of Salisbury Electrician/Signal & Lighting Tech

Field Ops Tech Crew Leader

Field Ops Tech

Meter Tech I

Utility Tech I

Wastewater Plant Mechanic

Wastewater Plant Operator I

Water Plant Maintenance Operator

Water Plant Operator I/II

Police Communications Officer

Quartermaster

Records Management Technician

Victim/Witness Coordinator

Bus Operator

Field Operations Tech

Guest Services Associate

Zoo Educator

For job descriptions and to print application go 

to https://salisbury.md/departments/human-

resources/careers

**Some jobs require special licenses. Please 

check job description for more details.

Coastal Hospice & Palliative Care Certified Nursing Assistant

Certified Medication Technician

Apply online at 

https://coastalhospice.org/careers/

Cobb - Pocomoke Poultry Farm Worker

Brood House Feed Conversion Worker

Apply online at https://www.cobb-

vantress.com/en_US/careers/

Coca-Cola Consolidated Delivery Merchandiser Trainee

Warehouse Supervisor

Merchandiser

Delivery Merchandiser Presales

Delivery Merchandiser

Apply online at 

https://cokeconsolidated.jobs.net/

Comfort Keepers Ongoing recruitment

CNA Caregivers

Long-Term Live-In Caregiver

Apply online at 

https://www.comfortkeepers.com/offices/mar

yland/salisbury/careers/jobs

Compass Group Cook

Cook, Helper

Supervisor, Cook

Cashier

Housekeeper

Patient Transporter

Lead Housekeeper

Apply online at 

https://careers.compassgroupcareers.com/

CVS Shift Supervisor Management Trainee

Trainee Pharmacy Technician

Retail Store Manager

Delivery Driver

Retail Store Associate

Pharmacy Technician

Apply online at https://www.cvs.com/

Delaware Elevator Apprentice

Elevator Mechanic/Technician

Drilling Helper

Residential/Special Applications Engineering

     Coordinator

Welder

Service Representative

Apply online at 

https://delawareelevator.com/about/careers/j

ob-opportunities/

Dick's Sporting Goods Retail Cashier

Retail Sales Associate

Apply online at 

https://www.dickssportinggoods.jobs/
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Dove Pointe Maintenance Director

Direct Support Professional

Mentor

Aide

Childrens Program Mentor

Apply online at 

https://www.dovepointe.org/careers

Dunkin' Donuts - Salisbury, 

Fruitland, Ocean City, Berlin, 

Pocomoke

Ongoing recruitment

Crew Member

Production Crew

Shift Leader

Assistant Manager

Store Manager

Apply online at 

https://www.delmarvadd.net/DunkinDonuts/j

oinourteam.aspx

Encompass Health Environmental Services Aide

Floor Technician

Rehab Nursing Tech I

Apply online at 

https://encompasshealth.com/careers

Exelon Corporation Journeyman Lineman SCD NERC Apply online at 

https://jobs.exeloncorp.com/search/jobs

Express Employment 

Professionals

Legal Secretary/Paralegal

Service Advisor

Senior Relationship Manager

Compensation and Total Rewards Specialist

Warehouse Associate

CDL Driver

Capsule Machine Operator

Filling Line Operator

Claims Coordinator

Accounts Receivable/Payables Processor

Grain Operator

Production Associate

Landscaper

Apply online at https://www.expresspros.com/

Five Guys - Salisbury, Ocean City Ongoing recruitment

Crew Member

Shift Manager

Assistant Manager

General Manager

Apply online at https://www.joinfiveguys.com/

Salisbury

Deli Bakery Sales Associate

Produce Sales Associate

To Go Associate

Sales Associate Cashier

Quality Assurance Associate

Perishable Associate

Cake Decorator

Customer Lead

Fruitland

Customer Service Leader

Specialty Merchandise Associate

Pricing Coordinator

Produce Sales Associate

Frozen Food Dairy Associate

Center Store Associate

Perishable Associate

Sales Associate (Cashier)

Deli Bakery Sales Associate

Food Lion Apply online at 

https://foodlion.careerswithus.com/
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Berlin

Center Store Associate

Perishable Associate

Customer Service Leader

Deli Bakery Sales Associate

Customer Lead

Sales Associate-Cashier

To Go Associate

Crisfield

Deli Bakery Sales Associate

Customer Lead

To Go Associate

Customer Service Leader

Sales Associate (Cashier)

Ocean City

Perishable Associate

Deli Bakery Sales Associate

Sales Associate Cashier

Customer Service Leader

To Go Associate

Seasonal Associate

Center Store Associate

Seasonal Resort Floater

Specialty Merchandise Associate

Princess Anne

Cake Decorator

Produce Sales Associate

Perishable Associate

Deli Bakery Sales Associate

Sales Associate (Cashier)

Genesis Health Care Cook

Paid Nurse Aide Training

Driver

Geriatric Nursing Assistant (GNA)

Bookkeeper

Certified Medicine Aide (CMA)

Dietary Aide

Apply online at 

https://www.genesiscareers.jobs

The Green Turtle - Salisbury Ongoing recruitment

Bartender

Cook

Dishwasher

Host

Server

Apply online at https://thegreeneturtle.com

Harbor Freight & Tools - 

Salisbury, Pocomoke, Berlin

Retail Sales Associate (Salisbury, Pocomoke)

Retail Stocking Associate (Salisbury, Pocomoke)

Store Manager (Berlin)

Retail Sales Manager (Berlin)

Retail Stocking Manager (Berlin)

Retail Sales Supervisor (Salisbury)

Apply online at https://harborfreightjobs.com/

Harrison Senior Living Geriatric Nursing Assistant

CMT

Dietary Aide

Housekeeper

Cook

Apply online at 

https://harrisonseniorliving.com/

Food Lion Apply online at 

https://foodlion.careerswithus.com/
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Home Depot (Salisbury, Berlin) Ongoing recruitment

Asset Protection Specialist

Designer-Kitchen/Bath

Merchandising

Freight/Receiving

Store Support

Cashier

Department Supervisor

Customer Service/Sales

Lot Associate

Apply online at 

https://careers.homedepot.com/

HomeGoods Merchandise Associate Apply online at https://jobs.tjx.com/

Hudson Behavioral Health Peer Recovery Specialist

Behavioral Health Aide

Residential Case Manager

Apply online at 

https://hudsonhealth.org/careers/

Longhorn Steakhouse Dishwasher

To Go Specialist

Host

Server

Line Cook

Bartender

Apply online at 

https://jobs.longhornsteakhouse.com/location

s/locations

Lowe's - Salisbury, Pocomoke Salisbury

Sales Associate

Head Cashier

Pocomoke

Retail Sales

Receiver/Stocker

Sales Associate

Head Cashier

Apply online at https://jobs.lowes.com/

Lower Shore Clinic Residential Peer Specialist

Home Health Aide

CNA/GNA

Residential Community Health Worker

Personal Care Aide

Apply online at 

https://www.lowershoreclinic.org/careers

Marshall's - Ocean City Retail Merchandise Associate Apply online at https://jobs.tjx.com/

Maryland Department of 

Transportation

Driver Skills Test Examiner (Wicomico) Apply online at 

https://www.governmentjobs.com/careers/md

otmd

Ocean Pines Association Swim Instructor

Aquatics Front Desk Facility Coordinator

Dispatch/Communications Officer

Golf Maintenance Laborer

Prep & Line Cook

Server

Bartender

General Laborer

Lifeguard

Instructions to apply at 

https://oceanpines.org/web/pages/work-here
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Olive Garden Ongoing recruitment

Dishwasher

Line Cook

Prep Cook

To Go Specialist

Host

Busser

Server

Bartender

Apply online at 

https://jobs.olivegarden.com/search/searchjob

s

Ollie's Seasonal Sales Associate Apply online at https://www.ollies.us/careers/

Outback Steakhouse - Salisbury, 

Ocean City

Ongoing recruitment

Delivery Driver

Bartender

Dishwasher

Prep Cook

Restaurant Busser

Line Cook

Server

Host

To-Go Specialist

Apply online at 

https://www.outback.com/careers

Panera Bread - Salisbury, Ocean 

City

Ongoing recruitment

Manager

Night Baker

Associate

Apply online at https://jobs.panerabread.com/

Peninsula Home Care Ongoing recruitment

Home Health Aide (HHA)

Occupational Therapy Assistant

Physical Therapy Assistant

Apply online at 

https://www.peninsulahomecare.com/careers/

Pep Boys Automotive Technician B

Automotive Mechanic

General Service Technician

Assistant Service Manager

Auto General Service Technician

Technician B

Customer Service Advisor

Apply online at https://careers.pepboys.com/

Pepsi Beverage Equipment Shop Support

Beverage Equipment Trainee

Warehouse Associate

Beverage Equipment Service Tech A

Fleet Tech B

Merchandiser

Transport Driver

Apply online at 

http://www.pepsibottlingventures.com/job

Accounts Payable Processor

Backhaul Dispatcher

Backhaul Supervisor

Claims Coordinator

Customer IT Support Specialist II

Diesel Fleet Technician

Edible Oil Refinery Supervisor

End User Computing Technician

Feed Mill Driver

First Processing Mentor

Perdue Farms - Salisbury Apply online at 

https://www.perduecareers.com/

The Job Journal 08.08.2022

10



Grain Operator

Lab Technician I

Maintenance Mechanic

Maintenance Support Coordinator

Maintenance Tech I

Micro Health Services Tech 4

Panel Operator

Production Associate

Production Associate Line Lead

Production Associate Live Hanger

Regional Payroll Specialist

Soybean Crush Operator

Piedmont Airlines Aircraft Avionics Technician

Airframe and Powerplant Mechanic

Apply online at https://piedmont.jobs.net/

Plymouth Tube Production Operator

Maintenance Technician

Apply online at 

https://www.plymouth.com/careers/

Wicomico

Alignment Technician

Soldering Assembler

Electronic Technician

Delivery Truck Driver

Restaurant Staff

Security Systems Technician

Client Service Associate

Accounts Receivable

Worcester

Scale House Attendant

Somerset

Food Production Worker

Plant Worker & Packer

RF Assembler

Filter Technician

Filter Assembler

Red Lobster Ongoing recruitment

Line Cook

Server Assistant/Busser/Host

Bartender

Server

Prep Cook

Dishwasher/Utility

Apply online at https://www.redlobster.com/

Royal Farms - Salisbury, 

Fruitland, Princess Anne, Berlin, 

Ocean City

Available positions vary by 

location

Ongoing recruitment

Assistant Store Manager

Customer Service Associate

Customer Service Leader

Kitchen Manager

Facilities/Maintenance

Shift Leader

Store Manager

Apply online at 

https://my.peoplematter.com/mja/royalfarms/

JobApp/GetBusinessUnits

Quality Staffing Apply online at https://easternshorejobs.com/

Perdue Farms - Salisbury Apply online at 

https://www.perduecareers.com/
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Ruby Tuesday - Fruitland & 

Pocomoke

Ongoing recruitment

Tue-Go Specialist

Host/Server Assistant

Server

Kitchen Prep/Salad Bar Prep

Dishwasher

Bartender

Cook

Apply online at 

https://www.rubytuesday.com/careers

Salisbury University Administrative Assistant I

Storekeeper I

Banquet Server - As Needed for Events

Food Service Assistant

Cashier

Housekeeper Assistant

Apply online at 

https://www.salisbury.edu/administration/ad

ministration-and-finance-offices/human-

resources/careers/index.aspx

Sam's Club Maintenance Custodian Associate

Member Frontline Cashier

Merchandising and Stocking Associate

Freezer, Cooler and Deli Stocker Associate

Member Specialist

Cake Decorator

Personal Shopper

Member Team Lead

Produce Associate

Baker & Packager Associate

Prepared Meals and Rotisserie Chicken Associate

Member Assist Cart Attendant

Cafe Associate

Meat Cutter and Wrapper

Apply online at https://careers.walmart.com/

Sherwin Williams - Crisfield Extrusion Operator Apply online at https://www.sherwin-

williams.com/

Shore Up - Wicomico, Worcester, 

Somerset

Scanner/Intake Worker

Substitute Driver

Health Services Assistant

Receptionist/Intake Worker

Certified Nursing Assistant

Substitute Teacher

Nutrition Aide

Bus Aide

Bus Driver

Custodian

Child Development Associate Trainee

Teacher I

Teacher II

Teacher's Aide

Download application at 

https://shoreup.org/employment/join-our-

team/ and email to 

humanresources@shoreup.org

Somerset County Correctional Officer

Emergency Communications Specialist

Groundskeeper

Mosquito Control Technician

Apply online at 

https://www.somersetmd.us/services/employ

ment_opportunities.php

Somerset County Public Schools HVAC Technician

Administrative Associate

Apply online 

https://www.somerset.k12.md.us/
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SP Industries - Pocomoke Machinist I

Picker/Packer

Maintenance Mechanic

IT Support Specialist

Material Technician

Assembler I

Machine Processor I

Shipping & Receiving Clerk

Production Supervisor

Machine Operator I

Packaging Machine Operator

Mold Press Operator

Plastic Fabricator

Apply online at 

https://www.themuse.com/profiles/spindustri

es

Staples Ongoing recruitment

Retail Inventory Specialist

Retail Sales Technology Supervisor

Retail Sales Print Associate

Retail Sales Technology Associate

Retail Sales Associate

Retail Operations Supervisor

Retail Sales Print Supervisor

Apply online at 

https://retailcareers.staples.com/

Agricultural Resource Conservation Specialist I 

(Wicomico)
Developmental Disabilities Associate (Wicomico)

Developmental Disabilities Associate Supervisor 

(Wicomico)
Direct Care Assistant II (Wicomico)

Maintenance Mechanic Senior (Wicomico)

Office Services Clerk (Wicomico)

Radio Technician III (Wicomico)

Revenue Examiner I-Bilingual/Spanish (Wicomico)

Field Aide (Wicomico, Worcester, Somerset)

Mosquito Control Field Technician/Field 

Supervisor/Field Aide (Wicomico, Worcester, Somerset)

Office Secretary II (Worcester)

Community Health Outreach Worker I (Somerset)

Sun Communities - Berlin Hospitality Host

Resort Housekeeper

Store Clerk

Store Supervisor

Apply online at 

https://careers.suncommunities.com/viewalljo

bs/

Sysco - Pocomoke Outside Sales Representative

Culinary Specialist

Specialist, Specialty/Imports

Account Coordinator Contract Sales

CDL A Local Delivery Truck Driver

Warehouse Order Selector

Specialist, Premium Protein

Apply online at https://careers.sysco.com/

State Of Maryland Apply online at https://jobapscloud.com/MD/
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Target Ongoing recruitment

Specialty Sales (Style, Beauty or Tech)

Guest Advocate (Cashier or Front of Store

     Attendant/Cart Attendant)

GM and Food (General Merchandise, Closing,

     Fulfillment, Inbound, Food & Beverage)

Apply online at https://jobs.target.com/

Taylor Bank - Berlin Customer Service Associate Apply online at 

https://www.taylorbank.com/careers

Texas Roadhouse - Fruitland Server

Line Cook

Server Assistant-Busser

Line Cook-Broil/Grill

Baker

Dishwasher

Host

To Go

Apply online at 

https://careers.texasroadhouse.com/

Administrative Assistant

Assistant-Lifeline Program

Audiovisual Technician

Client Support Technician

Console Operator

Coordinator-Referral

Courier

ENDO Procedural Tech

Food Service-Cafeteria Aide

Food Service-Cook

Food Service-Utility Aide

Manager-Investigational Drug Services

Medical Assistant

Medical Transcriptionist

Nursing Assistant

Nursing Office Coordinator

Parking Attendant

Patient Care Tech II

Patient Service Representative

Phlebotomy Technician

Pulmonary Technician

Radiologic Technologist

Registrar

Representative-Patient Account

Scanner

Scheduler

Scribe

Security Guard

Security Receptionist

Supervisor-Outreach Lab

Surgical Scheduler/Medical Assistant

Surgical Technologist

Technician-Certified Central Processing

Tidal Health Apply online at 

https://www.tidalhealthcareers.org/
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Technician-Pharmacy Certified

Unit Secretary

TJ Maxx - Ocean City Merchandise Associate

Customer Experience Coordinator

Key Carrier Coordinator

Apply online at https://jobs.tjx.com/

Town of Berlin Police Communications Officer Apply online at 

https://berlinmd.gov/employment/

Carpenter

Maintenance Worker

Water Plant Operator

Firefighter/EMT IV Paramedic

Plant Operator I

Heavy Equipment Operator

Vehicle Equipment Technician II

Camp Horizon Day Camp Counselor

Casual Labor

Building Maintenance Worker

Skate Park Worker

Temporary Parks Worker

Police Data Clerk

Surf Rescue Tech/Lifeguard

Boardwalk Comfort Station Attendant

Seasonal Maintenance Worker

Dispatcher

Tennis Attendant

Concessions Worker

Bus Driver

Solid Waste Worker I & II

Bus Maintenance Tech I

Tram Driver

Tram Conductor

Tri-County Council for the Lower 

Eastern Shore of Maryland

Driver-Public Transit

Human Resources Coordinator

Dispatcher

Youth Engagement Specialist

Custodial Aide

Apply online at https://tcclesmd.org/

Ulta Beauty - Salisbury, Ocean 

City

Assistant Stylist (Salisbury)

Beauty Advisor

Prestige Beauty Advisor

Hair Stylist

Retail Sales Manager (Ocean City)

General Manager (Ocean City)

Apply online at https://careers.ulta.com/

UMES Administrative Assistant II Apply online at 

https://umes.peopleadmin.com/

Vacasa - Ocean City Property Caretaker

Owner Relations Manager

Front Desk Specialist

Linen Specialist

Maintenance Technician

Office Coordinator

Apply online at 

https://www.vacasa.com/careers/positions

Town of Ocean City Get detailed job description and apply online 

at 

https://oceancitymd.gov/oc/departments/hum

an-resources/employment/

Tidal Health Apply online at 

https://www.tidalhealthcareers.org/
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Verizon Retail Sales Representative

Spanish Bilingual Retail Sales Representative

Apply online at 

https://www.verizon.com/about/work/

Walmart - Salisbury, Fruitland Stocking & Unloading

Online Orderfilling and Delivery

Health & Wellness

Service Shop Technician III

Service Shop Entry Technician

Service Shop Preventative Maintenance

     Technician

Service Shop Repair Technician

Hourly Supervisor and Training

General Merchandise

Fuel Station

Food & Grocery

Cashier & Front End Services

Auto Care Center

Apply online at https://careers.walmart.com/

WBOC Show Producer

Accountant

Promotions/Event Assistant

Traffic Coordinator

Radio Account Executive

Media Specialist

Apply online at 

https://www.drapermediajobs.com/jobs/

West Marine - Ocean City Assistant Manager

Cashier

Sales Associate

Apply online at 

http://www.lifeatwestmarine.com/

911 Specialist I

Associate Equipment Operator

Audio/Visual Tech

Chef/Kitchen Manager

Correctional Officer I

Crew Leader

Events & Services Coordinator

Facilities Maintenance Technician

Facility/Grounds Worker

Ferry Operator

Human Resources Assistant

Lead Equipment Operator

Maintenance Mechanic

Maintenance Technician

Mechanic-Airport

Office Associate

Police Communications Specialist I

Project Coordinator II

Purchasing Specialist

Solid Waste Superintendent

Athletic Complex Seasonal Worker

Concessions Manager

Concessions Staff

Convenience Center Attendant

Cook

Court Security-Civilian

Wicomico County Apply online at 

http://www.wicomicocounty.org/jobs.aspx
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Crossing Guard

Emergency Management Technician

Encore Chef

Encore Concessions

Encore Server

Kids Klub After School Staff

Kids Klub Summer Camp Staff

Mosquito Control Technician

Mower Operator

Park Ranger

Pemberton Nature Camp Counselor

Pemberton Nature Camp Director

Program Coordinator-Youth Sports & Special Events

Rig Crew Member

Stagehand

Weed (Lead) Control Coordinator

Wicomico County Public Schools School Vehicle Operator (Bus)

Construction Manager II

Home School Liaison

Contractual Transportation Positions

Contractual Custodian

Contractual Food Service Worker

Assistant Building Service Manager I, II & II

Site and Grounds Worker I

Inventory Tech II

Food Service Worker

Custodian I and II

Maintenance Technician III-HVAC

Apply online at 

https://www.applitrack.com/wcboe/onlineapp

/default.aspx

Wicomico Public Library Reader Van Coordinator

Mobile Services Assistant

Apply online at 

http://www.wicomicolibraries.org/employmen

t

WMDT Master Control Operator

Technical Director

Studio Technician

Apply online at https://www.wmdt.com/about-

us/job-openings/

Worcester County Jury Commissioner

Emergency Communications Specialist I

Emergency Communications Specialist Trainee

Correctional Officer Trainee

Landfill Operator I-II

Transfer Station Attendant

Building Maintenance Mechanic I

Roads Worker V

Temp Roads Worker

Roads Worker IV

General Laborer/Maintenance Worker I

Concession Monitor

Legal Assistant

Apply online at 

https://worcesterhr.co.worcester.md.us/

Worcester County 

Developmental Center (WCDC)

Personal Supports Facilitator

Weekend Residential Counselor

Apply online at https://wcdcservices.org/

Wicomico County Apply online at 

http://www.wicomicocounty.org/jobs.aspx
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Worcester County Public Schools Before and After Childcare Director

Custodian II

Contractual Food Service Worker

Educational Assistant

Bus or Van Driver

Apply online at 

https://worcestermd.tedk12.com/hire/index.a

spx

Worcester County Recreation 

and Parks

Swim Lesson Instructor

Referee

Recreation Superintendent

Concession Monitor

Apply online at 

https://worcesterrecandparks.org/about-

us/employment

YesCare Health (formerly Corizon 

Health) - Westover

Medical Records Clerk

Certified Nursing Assistant

Apply online at 

https://careers.yescarecorp.com/

Richard A. Henson Family YMCA - Salisbury

Membership Services Representative

Stay & Play Child Watch Assistant

Birthday Party Host

Group Exercise Instructor

Wellness Assistant

Personal Trainer

Gym Monitor

Lifeguard

Swim Instructor

Sports Staff

Cleaning Staff

Day Camp Counselor

Day Camp Coordinator

Lower Shore Family YMCA - Pocomoke City

Membership Services Representative

After School Counselor

Group Exercise Instructor

Wellness Assistant

Personal Trainer

Lifeguard

Water Aerobics Instructor

Stay & Play Child Watch Assistant

Cleaning Staff

Day Camp Counselor

Day Camp Coordinator

YMCA - Salisbury, Pocomoke Apply online at 

http://www.ymcachesapeake.org/employment
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ST. JAMES A.M.E.  ZION CHURCH – ZION HOUSE 
P.O. Box 3082 

Salisbury, Maryland 21801 
(410) 742-1427 

 

OFFICE MANAGER 
Job Description 

Homeless Veteran Reintegration Program – Veterans Employment Assistance Services (HVRP-VEAS) 
 
HVRP-VEAS is a grant funded program at St. James AME Zion Church - Zion House through the U. S. Department of Labor intended 
to assist homeless Veterans on the Maryland, Virginia and Delaware Eastern Shore to obtain gainful employment. The HVRP-VEAS 
team will work closely with community partners to identify eligible veterans in need of employment.  Through provision of case 
management services, Veterans will be assisted in navigating the employment search and placement system.  The goal of the 
HVRP-VEAS program is to assist clients to obtain and retain employment necessary to maintain long term, independent living. 
HVRP-VEAS is an intervention program, with services to include case management and assistance in obtaining employment for 
Veterans. 
Position 
The office manager is responsible for organizing and coordinating office operations and procedures in order to ensure 
organizational effectiveness and efficiency.  The office manager reports to the Director and is responsible for providing office 
administrative support to the Homeless Veteran Reintegration – Veteran Employment Assistance Services Program.  This includes 
maintaining office services and efficiency and maintaining office records. 
Responsibilities: 
The HVRP-VEAS office manager duties are summarized as: 

1. Maintain office services 
Main Activities: 

• Provide administrative support to case managers 

• Answer the phones an ensure good customer service 

• Prepare time sheets 

• Control Correspondence 

• Review and approve supply requisitions 

• Liaise with other agencies, organizations and groups 

• Maintain office equipment 
  

2. Maintain office records 
Main Activities: 

• Maintain filing systems 

• Ensure filing systems up to date 

• Follow procedure for record retention 

• Ensure protection and security of files and records 

• Ensure effective transfer of files and records 

• Transfer and dispose records according to retention schedules and policies 
3. Maintain office efficiency 

Main Activities: 

• Ensure efficient operation of office systems, layout and equipment procurement 

• Maintain and replenish inventory 

• Check stock to determine inventory levels 
Requirements: 

• Excellent oral and written communication skills 

• Proficiency with Microsoft Office. 

• Valid Maryland driver's license, insurance and reliable transportation 

• U.S. Veteran or Veteran spouse strongly preferred. 

• Able to lift 25 pounds 

• May be required to sit at a computer station for extended periods of time to complete essential job functions. 
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Maryland Workforce Exchange 

August 08, 2022 - August 12, 2022 

Job Order 

Number Company Position 
Positions 

open 

1623084  Quality Staffing Services, Inc.  Accounting & Sales Administrative 

Assistant  

1 

1623109  Salisbury University  Academic Program Specialist  1 

1623153  Allan Myers  Lowbed Driver  1 

1620388  Goodwill Industries of  

the Chesapeake Inc.  

Sales Associate  1 

1624650  R.E. Michel Company, Inc.  Warehouse/Driver  1 

1619418  Sherwin-Williams  Buyer/Planner  1 

1620890  HEI Hotels & Resorts  Front Desk Agent  1 

1619280  Pepsi Bottling Ventures  Warehouse Supervisor II  1 

1622594  Pep Boys  Customer Service Advisor 1 

1624368  Rite Aid of Maryland, Inc.  Store Manager  1 

1623314  Chesapeake Utilities Corporation  Manager, Accounting and  

Financial Analysis  

1 

1623503  K&L Microwave, Inc.  Electronic Assembler  1 

1622156  Smith & Nephew, Inc. Associate Sales Representative  1 

1621690  Bel-Art Products  Mold Press Operator  1 

1620144  Verizon  Retail Sales Representative  1 

1618971  Billy’s Subs And Pizza Inc. Cook  1 

Visit mwejobs.maryland.gov for Additional Information & Instructions to Apply 
“Maryland’s American Job Center system, a proud partner of the American Job Center network, is an equal opportunity employer/program committed to 

diversity in the workplace.  We do not discriminate on the basis of race, religion, color, sex, age, sexual orientation, national origin, or disability.  Please 

contact a local American Job Center to make arrangements for auxiliary aids, interpreter services, and reasonable accommodations.”  
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LOWER SHORE 
WORKFORCE ALLIANCE 

ENGAGE 
• Online Learning Platform

• Virtual Job Fair Events

• Survey Employers to Address

Specific Needs

• Online Application for

Participation

• Online Training Incentives:

We pay tuition and cash

incentives for completing.

• Educational Coaching

• Ohline Courses and

EMPLOY 
• Re-Employment Incentives:

We pay 50% of wages for four weeks.

• Job Fairs/Recruitment Events

• Job Readiness Training

• Career Counseling

EQUIP 
• Transportation Assistance: We provide

bus passes and other commuting

options.

• Referral Network to Support

Employees with Services

• Connect Businesses to

Services and other

Benefits

IF:ili1 J�J.!.ri� 

UillillI.rLJJ:;JlhTIJ;J 
David Noonan, Grant Manager 

31901 Tri-County Way, Suite 113 

Salisbury, MD 21804 

Phone: (410) 341-3835, ext. 1103 

Email: dnoonan@lswa.org 

Website: www.lswa.org 
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Area Adult Education Providers 

 
** You may enroll with any program that is convenient for you no matter which 
Maryland county that you live in.** 
 
Dorchester County 
Chesapeake College 
1000 College Circle 
Wye Mills, Maryland 21679 
Phone: 410-822-5400 
Services offered: Classes in Reading, Writing, Math, English for Speakers of Other 
Languages, GED Test Preparation and National External Diploma Program 
 
Somerset County 
Princess Anne One-Stop Office 
30415 Mount Vernon Rd. 
Princess Anne, MD 21853 
Phone: 410-677-4261 
Services offered: Classes in Reading, Writing, Math, English for Speakers of Other 
Languages (ESOL), and GED Preparation. 
 
Wicomico County 
Wor-Wic Community College 
32000 Campus Drive 
Salisbury, MD 21804 
Phone: 443-669-6373 
Email: adulteducation@worwic.edu 
Services Provided: Adult Basic Education Classes, GED Preparation, English as a Second 
Language (ESL) Classes, and the National External Diploma Program 
 
Worcester County 
Worcester County Board of Education 
6270 Worcester Highway 
Newark, MD 21841 
Phone: 410-632-5071 
Services Offered Adult Basic Education (ABE) and English as a Second Language (ESL) 
 
Need information for another county? 
Maryland’s providers are listed at: http://www.dllr.state.md.us/gedmd/programs.shtml 
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Wor-Wic 
Community 
College Offers:

Scholarships to reduce 
the cost to as little as $50!!!

Laptops to borrow to complete
the online classroom at home!

A ride to and from your Behind-the-Wheel 
drives!

Don’t let these barriers keep you from the freedoms of
having your driver’s license!

Register at :

https://www.worwic.edu/
DriverEducation

DO YOU NEED YOUR DRIVER’S LICENSE?
WE CAN HELP!

Is transportation a barrier to: 

A new job?
Taking classes?

Helping your family?

Don’t have a computer to go online?

Can’t get to the facility to complete 
the driving portion?

For more information, contact: 
Kelly Carey, 410-334-6729, kcarey@worwic.edu

YOU CAN GET YOUR LICENSE!
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These organizations may assist you with free or  
reduced cost legal representation: 
 

Disability Rights Maryland 
 

800.233.7201 
disabilityrightsmd.org 

 
Legal Aid Bureau Inc. 

 
800.444.4099 

mdlab.org 
 

Maryland Volunteer Lawyers Service, Inc. 
 

800.510.0050 
mvlslaw.org 

 
Pro Bono Resource Center of Maryland, Inc. 

 
800.396.1274 

probonomd.org 

Family Law 

Assistance 

LEGAL RESOURCES 

Family Law Hotline 
800.845.8550 

 
 Monday-Friday, 9:30 AM to 4:30 PM 

Legal Forms Hotline 
800.818.9988 (English) 
877.293.2507 (Spanish) 

 
 Tuesday, Wednesday & Friday: 9:00AM - 12:30PM  

Thursday: 9:00AM - 4:00PM 

Divorce • Domestic Violence 
Custody  • Adoption 

Visitation •  Child Support 
Guardianship •  Name Change 

 

Dorchester County  
Circuit Court  

206 High Street  
Cambridge, Maryland 

 
Mondays, Noon to 3:30 PM 

 
410.228.1395 

——————————— 

Somerset County  
Circuit Court  

11770 Somerset Avenue  
Princess Anne, Maryland 

 
Fridays, 9 AM to Noon 

 
410.651.4618 

——————————— 

Wicomico County 
Circuit Court 

101 North Division Street 
Salisbury, Maryland 

 
Mondays, 9 AM to Noon 

 
410.334.3127 

——————————— 

Worcester County 
Circuit Court 

1 West Market Street 
Snow Hill, Maryland  

 
Mondays, 9:30 AM to 2:30 PM 

 
410.632.5638 

Maryland Courts Self-Help Centers 
410.260.1392 

mdcourts.gov/selfhelp 
 

 Monday-Friday, 8:30 AM to 8:00 PM 
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