
NAME(name should stand out alone in slightly larger font)
Street Address 





   

              Phone #(work, home,or cell)

City, State   Zip Code




   


professional  e-mail address

__________________________________________________________________________________________

OBJECTIVE

Seeking a position as a __________with XYZ corporation that will utilize my skills in 1, 2, and 3.
(The following categories may be arranged in an order that draws attention to the areas of your history that you want to showcase. Use your judgment and the job announcement to decide what is most important.)

COMPETENCIES AND SKILLS (or Professional Qualifications, or Summary of Qualifications)
( List major skills and competencies that will help you get the job that are tied directly to the skills the employer is seeking. Use one bullet for each. For an even better approach, showcase your special accomplishments in measurable outcomes with numbers or %.
EDUCATION AND TRAINING (reverse chronological order)
Put your degree, diploma, or certificate here, then major or title of course here

Put school name, city, state, and year of completion here (avoid years if more than 15 years in the past)
List relevant courses taken here as applicable
EMPLOYMENT  HISTORY(reverse chronological order)
· Use bullets to list specific skills and accomplishments for each job, and how well you did your work-quantify your experience wherever possible using numbers and % and be consistent
· Organize these sentences by type of experience or skill (computer, people, processes, etc.)
· You can break these into sections and label them  by type of experience  if necessary
· Consolidate similar experiences from multiple jobs

· Focus on what you did  as it relates to the job you are applying for

· Go back ten years- if you have other experience you want to highlight, use a statement of “additional experience” and summarize experience beyond ten years in a sentence or two
· All items on your résumé should reflect current, relevant, and applicable skills

· Use action words to affirm your skills-see list of action words on the web page

· Align all dates in the right margin-dates are not as important as what you did-be careful not to emphasize dates that may tell your age!
Job Title(bold or not bold depending on whether you want to emphasize it)
Employer, City, State  




Dates (month/year- present)(align dates)
· (*see directions above)
Job Title
 Employer, City, State  




Dates (month/year- present)
· No need for periods when using bullets
PROFESSIONAL ACCOMPLISHMENTS (awards, memberships, volunteering, etc.)
List any professional, volunteer, or civic, organizations you belong to 2 or 3 things that set you apart
List any significant, non-work related awards, achievements, or special recognition
Have your resume critiqued by another person or career center staff member before making final copies!











