
First  Last  Nam e 

St reet  Address 

City, State, Zip  

Phone (Cell/ Hom e)  

Email Address 

Object ive ( opt ional)  

What  do you want  to do? I f you include this sect ion it  should be a sentence or two about  your 

em ploym ent  goals. A custom ized object ive that  describes why you are the perfect  candidate for the 

job can help your resum e stand out  from  the com pet it ion.  

Career Highlights /  Qualificat ions ( opt ional)  

A custom ized sect ion of your resum e that  lists key achievem ents, skills, t raits, and experience 

relevant  to the posit ion for which you are applying can serve dual purposes. I t  highlights your relevant  

experience and lets the prospect ive em ployer know that  you have taken the t im e to create a resum e 

that  shows how you are qualified for the job.  

Experience  

This sect ion of your resum e includes your work history. List  the com panies you worked for, dates of 

employment , the posit ions you held and a bulleted list  of responsibilit ies and achievements.  

Com pany # 1  

City, State 

Dates Worked  

Job Tit le  

 Responsibilit ies /  Achievem ents 

 Responsibilit ies /  Achievem ents 

Com pany # 2  

City, State 

Dates Worked  

Job Tit le  

 Responsibilit ies /  Achievem ents 

 Responsibilit ies /  Achievem ents 

Educat ion  

I n the educat ion sect ion of your resume, list  the schools you at tended, the degrees you at tained, and 

any special awards and honors you earned.  

College, Degree 

Awards, Honors  

Skills 

I nclude skills related to the posit ion /  career field that  you are applying for i.e. com puter skills, 

language skills.  

References available upon request  

There is no need to include references on your resum e. Rather, have a separate list  of references to 

give to em ployers upon request .  

Custom ize Your Resum e  

I n all cases, be sure to personalize and custom ize your resum e, so, it  reflects your skills and abilit ies 

and connects them  with the jobs you are applying for.  


