Your Name
Your street address    (    City, State, and Zip    (    (xxx) xxx-xxxx
E-mail address

OBJECTIVE: State the position that you are seeking (along with the name of the company/organization, if known)

SUMMARY OF QUALIFICATIONS
· A strength/characteristic of yours, that is important to you and relevant to this job.

· Credentials, education or training relevant to this objective.

· A key accomplishment that shows you are right for this job.

· Number of years experience in work (including volunteer work, if applicable) relevant to the objective above.

· Something else the employer should know ... a skill, trait, accomplishment.



*The above items are suggestions


RELEVANT EXPERIENCE
ONE MAJOR SKILL (Essential to the Objective Named Above)
· An accomplishment that illustrates or documents this skill
· Another accomplishment that illustrates or documents this skill

· Another accomplishment that illustrates or documents this skill

· Another accomplishment that illustrates or documents this skill
ANOTHER MAJOR SKILL (Essential to the Objective Named Above)
· An accomplishment that illustrates or documents this skill

· Another accomplishment that illustrates or documents this skill

· Another accomplishment that illustrates or documents this skill

· Another accomplishment that illustrates or documents this skill

ANOTHER SKILL (OR SPECIAL KNOWLEDGE AREA) (Essential to the Objective Named Above)
· An accomplishment illustrating/documenting this special knowledge (plus where)
· Another accomplishment that illustrates or documents this skill

· A list of equipment or processes you’re familiar with, showing related expertise. 

· A list of courses or trainings you took that show your expertise in this area.


* In all cases, mention where this happened, linking it to the work history.

WORK HISTORY

20XX-present


Job Title


Company Name, City, State

20XX-20XX


Job Title


Company Name, City, State

19XX-20XX


Job Title


Company Name, City, State

19XX-19XX


Job Title


Company Name, City, State

EDUCATION

University of Somewhere, Some town, Some state, Degree Received and Date

