Name:
Address:

Phone #:

Email Address:

Objective: 
(Let the employer know what type of career it is that you are looking for.  This is a chance to state briefly what your short and long term goals are.)

Education: 
(Schools attended and degrees received)
Employment History: 
(Starting with your most recent job, let the employer know where you have been working.  Remember to highlight important achievements- someone looking at your resume needs to know about what you were able to accomplish throughout your career.  Illustrating this with percentages, dollars and numbers is a good way to do this.) 
Job 1-

Dates Employed:

Name and Location of Company:

Your Title:

Job Duties and Accomplishments:

Job 2-

Dates Employed:

Name and Location of Company:

Your Title:

Job Duties and Accomplishments:
Job 3-

Dates Employed:

Name and Location of Company:

Your Title:

Job Duties and Accomplishments:

Computer skills:

(If applicable- In today’s increasingly technological world, having at least some familiarity with computers is very important.  Let a potential employer know about any computer software that you have used.)

