[Street Address] ● [City], [State] [Zip] ● [Daytime Phone] ● [E-mail Address]
[First Name] [Last Name]
Objective
[Professional objective or interest]
 Summary
[Current profession description]
[Broad or specialized expertise]
[Breadth, depth, mix of skills]
[Environments in which you have experience]
[Accomplishments, awards, promotions, or superior performance commendations]
[Professional or Personal Characteristics]
Skills and Accomplishments

[Area of Accomplishment] 
[Date of Accomplishment]
	[Detail of Accomplishment]
[Area of Accomplishment] 
[Date of Accomplishment]
	[Detail of Accomplishment]
Other Skills and Accomplishments
[Skill or Accomplishment]
[Skill or Accomplishment]
[Skill or Accomplishment]
[Skill or Accomplishment]
Professional Experience

[Start Date]— [End Date]
[Company Name]
[City], [State]
[Position Description]
[Main Responsibilities] 
[Start Date]— [End Date]
[Company Name]
[City], [State]

[Position Description]
[Main Responsibilities] 

[Start Date]— [End Date]
[Company Name]
[City], [State]

[Position Description]
[Main Responsibilities] 

[Start Date]— [End Date]
[Company Name]
[City], [State]

[Position Description]
[Main Responsibilities] 


Education


Degrees

[Start Date]— [End Date] 
[University Name]
[City], [State]
	[Degree Obtained]
[Award], [Date Received]
[Award], [Date Received]
[Award], [Date Received]
[Award], [Date Received]
Certifications

[Start Date]— [End Date] 
[University Name]
[City], [State]
[Certificate Obtained]
Awards

[Award], [Date Received]
[Award], [Date Received]
[Award], [Date Received]
[Award], [Date Received]

Professional and Community Memberships
[Affiliation Name]
[Affiliation Name]
[Affiliation Name]
Publications

[Article Name]([Date of Publication]), [Publisher]
[Summary of Publication]

Comments from Supervisors
[Supervisor Name]
[Comment]
Personal Interests
[Interest or Hobby]
[Interest or Hobby]
[Interest or Hobby]
[Interest or Hobby]

References
References available upon request.

COMMENTS FOR USING THIS TEMPLATE
Omit AWARDS section if the only awards you received were in school.
Omit PROFESSIONAL AND COMMUNITY MEMBERSHIPS section or specific memberships if they do not relate to the job to which you are applying. These memberships should be current.
Omit PUBLICATIONS section if you do not have any publications.
Omit COMMENTS FROM SUPERVISORS section if you have either never received any comments from your supervisors or their comments do not enhance your prospective desirability.
PERSONAL INTERESTS section is only included if your hobbies relate to the job to which you are applying. If this is used at any other time, you reduce your chances of getting the job.
If you need more entries for any section, select and paste.
THEME can be changed by selecting everything, going to Page Layout tab, and selecting the desired theme.
OBJECTIVE section should be a fragment.
SUMMARY section should be one or two paragraphs.
You may include REFERENCES if you wish to do so. Initial resumes should not include details of references. If references are included, use the following and paste over “references available upon request.”
[Last Name], [First Name]
[Relationship]
[Street], [City], [State] [Zip]
[Phone Number]
 
DON’T FORGET TO DELETE THIS PAGE!!
