
NAME (Bold Caps) 

Street Address 

City, State Zip 

Phone Number:  xxx-xxx-xxx, E-mail: -------------- 

 

 

SUMMARY OF QUALIFICATIONS 

 

Summary of Qualifications goes here. Keep it to a few lines of text. 

 

 

 

Areas of Experience: (these are your keywords) 

 

      

      

      

 

WORK EXPERIENCE 

 

Company Name, City and State                                                                                                                  Dates Employed 

Insert job title here 

 Job Duty 1 

 Job Duty 2 

 Job Duty3 (insert more if you’ve had more job duties) 

 

Accomplishments: (list job accomplishments) 

 

Company Name, City and State                                                                                                                  Dates Employed 

Insert job title here 

 Job Duty 1 

 Job Duty 2 

 Job Duty3 (insert more if you’ve had more job duties) 

 

Accomplishments: (list job accomplishments) 

 

 

Company Name, City and State                                                                                                                  Dates Employed 

Insert job title here 

 Job Duty 1 

 Job Duty 2 

 Job Duty3 (insert more if you’ve had more job duties) 

 

Accomplishments: (list job accomplishments) 

 

 

EDUCATION/TRAINING 

 

Degree, School Name, City and State, Dates Attended 

Extra Curricular Activities: 

 

Degree, School Name, City and State, Dates Attended 

Extra Curricular Activities: 

 

 

 



FULL NAME, PG. 2 

 

 

CERTIFICATIONS 

 

 Certification 1 

 Certification 2 

 Certification 3 

 

AWARDS 

 

 

 Award 1  

 Award 2  

 Award 3 

 Award 4 

 

 

References available upon request. 


