


Full Name 
Home Phone Number
Cell Phone Number
Professional Email Address
PROFESSIONAL PROFILE:

This is a short paragraph or two that describes what you have to offer and how that will benefit the company that hires you. It’s not about what you want. Don’t confuse your career goals with a profile of what you can bring to the table. It may sound harsh, but no one really cares about your goals at the beginning of the interview process. It’s obvious you’re interested in the job because you’ve taken the time to apply. The company has a need and wants the best person to fill it. Today, employers want to know what you can do for their company.


EXPERIENCE:

Your Title								Dates of most recent job
Name of Company (City, State)
Supervisor: Supervisor’s Name and Title 
		
1. Bullet list of what you did at this job, emphasis should be on major contributions, cost savings, procedural improvements, and other achievements, whenever possible. 
1. Keep the list short and stick to major items. Don’t try to include everything you can remember.
1. When you're employed, it’s permissible to leave out the supervisor’s phone number on the paper resume, even though you have to complete that information on the online application. Most people don’t feel that it matters anymore though. Very few people will call a supervisor without you knowing and rarely unless a job offer is made.

 
Your Title								Dates of most recent job
Name of Company (City, State)
Supervisor: Supervisor’s Name and Title 

On this line, consultants and temporary workers may want to make a brief statement about the company/job. Say something like, Temporary Administrative Assistant for a software company.

· Continue to complete a bullet list of major contributions and/or responsibilities.
· Use active verbs whenever possible.
· There shouldn’t be any unexplained gaps.
· Continue in this format and describe your job history up through the past ten years.


EDUCATION:

List your degree(s) in bold 	followed by the name of your most recent school 
Include the city and state for the school (not all schools are well known)

Unless you are a teen or a current student who hasn’t graduated, don’t list high school information.

Next, list your foreign languages, along with proficiency level, and professional certifications and registration numbers, if you are licensed or registered.

Last, list relevant on-the-job training seminars you’ve taken and relevant additional training.

[bookmark: _GoBack]As you can see, you’ll only get very concise and important information for a couple of jobs on one page. People with extensive experience, consulting, or other special situations are fine with two pages. Highly technical or scientific resumes covering a decade may occasionally run to three, as may C-level and above. This sample is just a starting point. There are industry variables, as well as personal situations, to consider.



