SAMPLE RESUME FORMAT

2055 Purcell Way





                                           YOUR NAME
North Vancouver, BC   V7J 3H5

604.990.5555     Voice

604.990.5555     Cell

sample@capilanou.ca
EDUCATION

Liberal Studies Bachelors Degree (Program - only if you have not yet graduated) 
     2010 – Present
Capilano University (BC)
( Dean’s List for academic achievement

( Extra-curricular activities

( Scholarship, Bursaries, Awards

( Program details:    www. (insert URL so that the potential employer can immediately                                                   

                                                 view all of the courses that you completed in the program)
University Transfer







                     
    2009
Simon Fraser University (BC)

( Major / Minor
( Extra-curricular activities

( Academic achievement

( Program details:   URL

Academic Graduate
  






                            2007
Handsworth Secondary School (BC)

( Academic recognition (Passport to Education)

( Extra-curricular activities

( Honour Roll

EXPERIENCE

Sales Associate (/ Cashier)                                   



                 2009 – Present
Future Shop (West Vancouver BC)
( core functions
( trained new employees

( open / close facility

( financial responsibility (reconciled daily cash receipts, bank deposits, etc.)     

Server









                     2006 - 2008
Milestones Restaurants (Vancouver BC)                                                                                         
( supervision of staff

( scheduling / Reservations
( employee awards

( greeted / seated guests

( financial responsibility (reconciled daily cash receipts)
2.









       YOUR NAME
SUPPORTING QUALIFICATIONS

Computer


( MS Word


( MS Excel




( MS Powerpoint

( Photoshop





  (Other s/w applications, Mac user)                               





Languages


( English (advanced)

( Mandarin (fluent)




( Spanish (conversational – basic, intermediate, advanced)

                                                                 (qualify level of language only if you are not fluent in English)
Community Contribution (previously stated as ‘volunteer’)




( Fundraiser (BC Cancer Society)




( Director (Parent Association)




( Coach (Community Youth Soccer Team)
Awards


( Community, Sports
Teams


   
( Community sports teams or pick.up sports
Memberships


( (Marketing) Association of BC

Recreational


( Hiking


( Snowboarding





( Tennis


( Gardening





(activities you currently participate in OR seriously participated in previously)

Certifications


( CPR (level 1)


( Swimming Instructor

Publishing


( Poetry, short stories, articles
Creative


( Guitar


( Photography





( Collector (baseball cards?)
( Italian cooking




            ( Dance
Travel



( Travel of some substance, not one week in Hawaii




Continuing Education
( Conflict Resolution – Justice Institute (2008)





( Public Speaking (2008)





( Time Management (2007)

3.  










YOUR NAME

REFERENCES

(List Professional, Educational, and References of Influence.   Personal references are not acceptable, as they are biased)

(Just state Name, Title, Company and Contact information – phone and/or email)

Example
Shoshana Somerville




John Doe

Supervisor / Employability Coach                              Manager

Student Employment Services


Milestones Restaurants Ltd
Capilano University




604.555.6666
604.990.7922







ssomervi@capilanou.ca

Jane Doe

Instructor – Business Administration

School of Business

Capilano University
604.555.6666

jdoe@capilanou.ca

**  References of Influence are those names that have influential value.   Someone well known in the community, CEO of a company, media personality, Pastor, lawyer, doctor,…the objective is that the Reference of Influence will ‘open a door’ for you or ‘impress’ someone.

(Use as many references as necessary to support your candidacy)
