


Name
000.000.000
E-mail Address


Position Applying For

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

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 your duties and responsibilities in a way that shows how your skills enhanced the     company’s performance
· Begin each sentence or phrase with a past tense action word and include specific actions you took to describe the valuable result for the employer
Recent Accomplishments
· Bulleted accomplishments from the time you were in your position that contributed to a measurable success for the company

Job Title, Company name, City, State, Dates (Month/Year – Month/Year)
· Describe your duties and responsibilities in a way that shows how your skills enhanced the company’s performance
· Begin each sentence or phrase with a past tense action word and include specific actions you took to describe the valuable result for the employer

Job Title, Company name, City, State, Dates (Month/Year – Month/Year)
· Describe the volunteer organization’s mission statement and how your contribution met their expectations
· Bulleted description, using past tense action words, of your duties and responsibilities that state the purpose of the volunteering

Certifications
· Education, training or certifications relevant to the specific job 

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