
NAME
Mailing Address
City, State, Zip
Phone number with area code
E-mail address or website address

JOB/ CAREER/				Use exact job titles or statement indicating EMPLOYMENT OBJECTIVE:				the type of position desired and name of      
						organization selected, if possible.

HIGHLIGHTS OF 				Summarize abilities, responsibilities, skills,
QUALIFICATIONS:			qualifications, and achievements

RELATED SKILLS:	Use action verbs when listing skills and accomplishments.  Relate and transfer current skills to the preferred position.  Draw from all volunteer and paid experience.  Group skills under subheadings (e.g., technical, computer, language)

EMPLOYMENT HISTORY:	Begin with most recent paid or unpaid work or activity.  List history and dates in reverse chronological order.  Briefly list primary/significant duties not usually associated with the position (e.g., cashier— most readers know what the basic duties of a cashier are.  However, if the cashier is responsible for closing out her cash bank daily and for preparing bank deposits, those duties could be included).

EDUCATION:	List most recent first, including name of school, degree or certificate earned or pursuing, major area of study, or relevant coursework.  List relevant workshops or seminars or continuing education in your field.  List any licenses or teaching credentials.

MEMBERSHIP IN	List any memberships in business, educational, 
PROFESSIONAL 	professional, or technical associations, and
ORGANIZATIONS	offices/ jobs/ you held, such as president,
OR SERVICE TO 	membership chair, conference chairperson,
COMMUNITY OR 	speaker.
COLLEGE:

REFERENCES 	Available upon request (you may exclude this if 
OR CAREER 	there is insufficient space or it is not applicable 
PORTFOLIO:	to you.)

[Writer may select other category titles depending on their experience, type of profession, focus of the position sought, and / or the minimum and desirable qualifications requested by the employer.  Writer may also vary the order of the categories.]

