RESUME TEMPLATE

NAME

Street Address

City, State  Zip Code

Home Phone

Email

OBJECTIVE

Desired Title

SUMMARY

Brief description of professional history, skills and competencies.

PROFESSIONAL EXPERIENCE

COMPANY NAME – City, State
YYYY - YYYY

Title  (YYYY - YYYY)

Responsibility Statement

· Action and result.

· Action and result.

· Action and result.

Title  (YYYY - YYYY)

Responsibility Statement

· Action and result.

· Action and result.

· Action and result.

COMPANY NAME – City, State
YYYY - YYYY

Title

Responsibility Statement

· Action and result.

· Action and result.

· Action and result.

EDUCATION

Degree obtained – Name of School, City, State – Year graduated

TECHNICAL SKILLS

Computer and other technical skills

LANGUAGES

List foreign languages and skill level

ASSOCIATIONS

List professional associations and relevant civic associations especially if you have had leadership roles.

TRAINING
List training programs with where you received the training

SUPPLEMENTAL INFORMATION

Other relevant headers may be added to a third supplemental page if necessary.  Your employment history with education should be kept to 2 pages.  See chapter 3 in Job Search: The Total System

 for comprehensive advice and recommendations for YOUR A+ resume.


