Name (can be in Caps or not)
City, ST Zip Code | Cell Number | Email | LinkedIn Address
SUMMARY (Note Headings are in 12 font and text is in 10 font.  Can change text font size to 11)
Insert a few sentences that capture “the best” of you. Include your role, number of years of experience, industries, skills or competencies as well as what makes you stand out from the other people in the same position. What differentiates you…in other words, why would someone want to consider you for the position? 
SKILLS
Insert key words | Separated by pipes | Found on keyboard under the Delete key | Review a couple of job descriptions
To identify appropriate key words | For the role you desire | Add in systems you have experience with 
For many positions | Include Microsoft Office (Word, Excel, PowerPoint, Outlook) to match position you are applying to
PROFESSIONAL EXPERIENCE
NAME OF ORGANIZATION, City, ST	Month (can be abbreviated) Year – Month Year
Description of organization.
Title  
Summary of position responsibilities.
· Bullet format – past tense action verb followed by quantified accomplishment.
· All bullets begin with past tense action verb
· Example: Reduced expenses 14% by establishing a process…
· Vary the verbs that begin each bullet (Managed, Coordinated, Saved, Orchestrated, Designed, Prepared, etc.)
· Bullet

NAME OF ORGANIZATION, City, ST	Month Year – Month Year
Description of organization.
Title (if multiple positions at same organization, include year to year date range, for ex 2019 – 2021)		    
Summary of position responsibilities.
· Bullet
· Bullet
· Bullet
· Bullet
· Bullet
Title (2007 – 2018)
Summary of position responsibilities.
· Bullet
· Bullet
· Bullet

NAME OF ORGANIZATION, City, ST	Month Year – Month Year
Description of organization.
Title 		    
Summary of position responsibilities.
· Bullet
· Bullet
· Bullet
EDUCATION
Degree (if awarded), Major, Institution Name, City, ST  (Date is not necessary.  Can bold either degree or institution.
Latin honors are typed in lower case and in italics)
If resume extends to 2nd page, begin with contact info – otherwise delete


Name (if Page 1 Name is in Caps, then use caps here, too | cell phone | Email			                      Page 2
