	
	Your Name Here

Address, City, State  ZIP

Phone

Email

	
	

	
	Objective

What you’re looking for—avoid job titles
Example: I am seeking a part-time entry level positon for seasonal work.


	
	

	
	Profile

Professional profile—why you? Who are you – summary.
.

	
	

	
	Professional Experience

Job Title

Dates of Employment  Company Name, City, State

· Responsibility / achievement

· Responsibility / achievement

· Responsibility / achievement

Job Title

Dates of Employment  Company Name, City, State

· Responsibility / achievement

· Responsibility / achievement

· Responsibility / achievement

	
	

	
	Education

· Middle School with dates

· High School with dates

· Degree or certificates earned
· Area of emphasis

· Academic honors "[List of international studies: Details about higher education; Details about certification, if any]" 

	
	

	
	Computer Skills

· Computer skills and certifications
· Keyboarding Knowledge
· Computer skills and applications used (Excel, Word, Publisher)


	
	

	
	Membership / Affiliations

· List professional memberships and affiliations (Clubs/Extracurricular)

· Awards or Special Recognition "[Record your professional memberships and volunteer work from the recent in month and year order. This portrays your commitment to your industry and community. Mention any achievements. ]" 

	
	Activities 

· Civic Involvement
· Professional or Scholastic Organization Membership


