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Helping Build Successful Careers

	
WorkSource is a partnership of organizations dedicated to addressing
Washington State's employment needs. WorkSource offices represent a 
unique concept in the labor market – everything in one place!


WorkSource services for job seekers include free use of computers, copiers, telephones,
and faxes, Internet access to jobs, job referrals and placement, workshops on how to get and
keep a job, information on the fastest growing jobs and wages, referral to training and other community services, access to unemployment insurance, translation services and more . . .


The WorkSource office in Pierce County is open from 8:00 am to 5:00 pm,
Monday through Thursday, from 9:30 am to 5:00 pm, Friday, and is closed for 
observed state holidays.




WorkSource Pierce
1305 Tacoma Avenue South, Suite 201, Tacoma, WA 98402 ~ 253.593.7300





WorkSourceWA.com is Washington State’s official career and employment website.
Visit the site and explore career resources, find occupational and wage information,
search 20,000+ Washington job listings, learn about workshops, job fairs and hiring
events and post up to five resumes.
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Let Us Work for You!


CHRONOLOGICAL RESUME TEMPLATE

Your Name
Address (optional)								           	(000) 000-0000
City, State									your.email@email.com 

Branding Statement (optional)

Career Summary
Strong, brief opening summary using keywords to provide the employer with the reason why you are the ideal candidate for the position (# of years experience, major accomplishment, knowledge, skills, abilities, etc.)

Professional Experience
(Work History: FT/PT/Temp/Intern/Volunteer; if relevant not to go beyond 15 years)
Job Title 
Company Name	  			  City, State      		         Dates (Month/Year – Month/Year)
· Describe the major tasks you performed while at this job.
· Begin each sentence with a past tense action word and be as specific as possible.
· Describe accomplishments you achieved while at this job, i.e. why what you did at this job mattered. 
· Use bullets for each of these accomplishments. 

Job Title 
Company Name	  			  City, State      		         Dates (Month/Year – Month/Year)
· Describe the major tasks you performed while at this job.
· Begin each sentence with a past tense action word and be as specific as possible.
· Describe accomplishments you achieved while at this job, i.e. why what you did at this job mattered. 
· Use bullets for each of these accomplishments. 

Job Title	
Company Name	  			  City, State      		         Dates (Month/Year – Month/Year)
· Describe the major tasks you performed while at this job.
· Begin each sentence with a past tense action word and be as specific as possible.
· Describe accomplishments you achieved while at this job, i.e. why what you did at this job mattered. 
· Use bullets for each of these accomplishments. 

NOTE: If your resume is more than 1 page, be sure to include relevant information; work history, experience, education, etc.


Education
Name of Institution			  City, State	          		Year (If within the last 10 years) 
Degree or Certificate w/ Relevant Courses
Name of High School			  City, State			 Year (If required or applicable)



FUNCTIONAL RESUME TEMPLATE

First Name Last Name
Address (optional)
Phone Number
E-mail address
       
     
Position Title

Professional Summary / Professional Profile
A short statement that tells the employer why you and your skills make you the best candidate for the position you are applying for, based on the information the job listing contains. The information you include should increase your chances of receiving an invitation to interview. 

Qualifications Profile
Skill title required for the position you are applying for	
· Give an example of how you have achieved this skill that is relevant for the position
· Give an example of how you have achieved this skill that is relevant for the position
· Give an example of how you have achieved this skill that is relevant for the position
    
Ability title required for the position you are applying for
· Give an example demonstrating this ability that is relevant for the position
· Give an example demonstrating this ability that is relevant for the position
· Give an example demonstrating this ability that is relevant for the position 
      
Knowledge title required for the position you are applying for
· Give an example using your knowledge that is relevant for the position
· Give an example using your knowledge that is relevant for the position
· Give an example using your knowledge that is relevant for the position
     
Accomplishment title required for the position you are applying for
· Give an example of the accomplishment that is relevant to the position
· Give an example of the accomplishment that is relevant to the position
· Give an example of the accomplishment that is relevant to the position

Professional Experience (Optional)
(Work History: FT/PT/Temp/Intern/Volunteer; not to go beyond 15 years)

Position Title		Company Name 	City, State         Dates (Month/Year – Month/Year)
Position Title		Company Name 	City, State         Dates (Month/Year – Month/Year)

Education
Degree or Certificate, Name of Institution, City, State                    Year (if within the last 10 years)
Major / Minor and/or listing of relevant courses (optional if you did not receive an actual degree or certification)
Diploma or GED, Name of High School, City, State		           Year (if applicable or required) 
Professional Training and Development (courses or seminars relevant to the position)




COMBINATION RESUME TEMPLATE


NAME
Telephone Number with Area Code
E-Mail Address




Professional Qualifications
· Number of years of relevant work experience as requested in the preferred requirements
· Specific accomplishments that demonstrate/prove your professional value to the company
· Specific accomplishments that demonstrate/prove your professional value to the company
· Education, training or certifications relevant to the specific job
· Soft skills ( ‘people’ skills or personality traits) that will contribute to the company’s success
· Transferable skills (ability to do a certain task) that will contribute to the company’s success


Relevant Work Experience
(Work History: FT/PT/Temp/Intern/Volunteer; not to go beyond 15 years)

Job Title, Company Name, City, State	Dates (Month/Year – Month/Year)
· Describe the major tasks you performed what you did while at this job.
· Begin each sentence with a past tense action word and be as specific as possible.
Recent Accomplishments
· Describe accomplishments you achieved while at this job, i.e. why what you mattered. 
· Use bullets for each of these accomplishments. 

Job Title, Company Name, City, State	Dates (Month/Year – Month/Year)
· Describe the major tasks you performed what you did while at this job.
· Begin each sentence with a past tense action word and be as specific as possible.
Recent Accomplishments
· Describe accomplishments you achieved while at this job, i.e. why what you mattered. 
· Use bullets for each of these accomplishments. 

Job Title, Company Name, City, State	Dates (Month/Year – Month/Year)
· Describe the major tasks you performed what you did while at this job.
· Begin each sentence with a past tense action word and be as specific as possible.
Recent Accomplishments
· Describe accomplishments you achieved while at this job, i.e. why what you mattered. 
· Use bullets for each of these accomplishments. 


 Education & Training
Degree or Certificate, Name of Institution, City, State                                Year (if within the last 10 years)  





COMBINATION RESUME TEMPLATE 


Name
000.000.000
E-mail Address


Position Applying For (optional)


Qualifications
· Number of years of relevant work experience as requested in the preferred requirements
· Specific accomplishments that demonstrate/prove your professional value to the company
· Education, training or certifications relevant to the specific job


Experience (Work History: FT/PT/Temp/Intern/Volunteer; if relevant not to go beyond 15 years)
Job Title, Company name, City, State, Dates (Month/Year – Month/Year)
· Describe what you did while at this job.
· Begin each sentence with a past tense action word and be as specific as possible.
· Describe why what you did while on this job mattered. 
· Bullet each of these accomplishments. 

Job Title, Company name, City, State, Dates (Month/Year – Month/Year)
· Describe what you did while at this job.
· Begin each sentence with a past tense action word and be as specific as possible.
· Describe why what you did while on this job mattered. 
· Bullet each of these accomplishments. 

Job Title (Volunteer), Company name, City, State, Dates (Month/Year – Month/Year)
· Describe what you did while at this job, as well as the organization’s mission.
· Begin each sentence with a past tense action word and be as specific as possible.
· Describe why what you did while on this job mattered. 
· Bullet each of these accomplishments. 


Certifications
· Certifications or trainings relevant to the specific job 


Education
Degree or Certificate, Name of Institution, City, State and Year (if within the last 10 years)
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