NAME

Address City State Zip

Home: Number 

Work: Number (optional)

Cell:  Number

e-mail: your_name@yourisp.com 

OBJECTIVE STATEMENT/ SUMMARY:  Choose one or the other.  See Resume Suggestions Form item # 1 in regard to suggestions for content.

EMPLOYMENT

August 1996-
Company, Division, City and State

Present



August  1999 – present
Current Position Title / Department (if applicable) 

· Significant Accomplishments

Pick as many as necessary and give examples- typically more than one

Pick as many as necessary and give examples- typically more than one

Pick as many as necessary and give examples- typically more than one

· Concise job duties and responsibilities

Pick as many as necessary and give examples- typically more than one

Pick as many as necessary and give examples- typically more than one

· See Resume Suggestions Form item #2 in regard to suggestions for content

Aug 1997- Aug 1999
Previous Position Title / Department (if applicable) 

· Significant Accomplishments

Pick as many as necessary and give examples- typically more than one

Pick as many as necessary and give examples- typically more than one

Pick as many as necessary and give examples- typically more than one

· Concise job duties and responsibilities

Pick as many as necessary and give examples- typically more than one

Pick as many as necessary and give examples- typically more than one

· See Resume Suggestions Form item #2 in regard to suggestions for content

Aug 1996- Aug 1997
First Position Title / Department (if applicable) 

· Significant Accomplishments

Pick as many as necessary and give examples- typically more than one

Pick as many as necessary and give examples- typically more than one

Pick as many as necessary and give examples- typically more than one

· Concise job duties and responsibilities

Pick as many as necessary and give examples- typically more than one

Pick as many as necessary and give examples- typically more than one

· See Resume Suggestions Form item #2 in regard to suggestions for content

Aug 1995-
Company Name, Division and City and State 

Aug 1996
Title / Department (if applicable) 

· Significant Accomplishments

Pick as many as necessary and give examples- typically more than one

Pick as many as necessary and give examples- typically more than one

Pick as many as necessary and give examples- typically more than one

· Concise job duties and responsibilities

Pick as many as necessary and give examples- typically more than one

Pick as many as necessary and give examples- typically more than one

· See Resume Suggestions Form item #2 in regard to suggestions for content

Sept 1992-
Company Name, Division and City and State 

Aug 1995 
Title / Department (if applicable) 

· Significant Accomplishments

Pick as many as necessary and give examples- typically more than one

Pick as many as necessary and give examples- typically more than one

Pick as many as necessary and give examples- typically more than one

· Concise job duties and responsibilities

Pick as many as necessary and give examples- typically more than one

Pick as many as necessary and give examples- typically more than one

· See Resume Suggestions Form item #2 in regard to suggestions for content

EDUCATION
Type of degree and year achieved

Institution
Type of degree and year achieved 

Institution
Special honors or exceptional performance

If you don’t have a degree but have relevant coursework, list it. 

A general rule of thumb is to put the Education section at the front of the resume after the Objective Statement / Summary if the applicant has 5 years or less experience.  Include academic activities as they relate to the position.  

If the applicant has 5 years or more experience the Education section should be at the back of the resume.  This person’s resume should focus more on work experience.

PROFESSIONAL 

MEMBERSHIPS 

& TRAINING

Professional associations or groups applicable to job experience 

Professional training – specifically relating to objectives

See Resume Suggestions Form item #’s 6, 8 and 9 in regard to suggestions for content

OTHER 

SKILLS

Special software, customer specific programs, specific information as it relates to the position  

See Resume Suggestions Form item #’s 6, 8 and 9 in regard to suggestions for content

