Full Name
Address
City, State, Zip Code
Home Phone
Work Phone
Cell Phone

Email Address
 (home and work) 
 
 
 
 

 
 
 
 

CAREER OBJECTIVE
 
 

 
 
 
 

To obtain a position utilizing my education and experience to . . .
 
 

 
 
 
 

 
 
 
 

PROFESSIONAL PROFILE 
 
 

A demonstrated record of success in the (Technical - Management - Team Building - Communication – Administrative … functions of your career jobs to date.)
 (Keep in mind that many companies as well as recruiters maintain databases of resumes on their computers. Using key words common to your profession or industry in your resume will help ensure that your resume will be found in a computerized keyword search.  Also, keep in mind that earlier versions of your resume reside in many employer and recruiter databases until a more recent version is received.  Altering your most recent resume by changing dates of employment, employers, job titles or education information previously listed on a resume will most likely result in you not being considered for a position.)
 
 
 

 
 
 
 

EDUCATION 
 
 

(List multiple degrees starting with the most recent.)
 
 

 
 
 
 

College/University Name, City, State
 
 

Degree - Year Completed (year is preferred but optional)
 
 

Major/Minor - Concentration
 
 

Honors
 
 

 
 
 
 

*Note*
Many employers are requesting verification of education during the interview process. Misrepresentation of this information can result in a halting of the interview process or termination at a later date if hired.
 
 

 
 
 
 

Other Qualifications
 
 

· Certifications 

· Special Training 

· Special Skills 

· Computer Skills/Knowledge 
 
 

 
 
 
 

WORK EXPERIENCE
 
 

 (Start with the most recent employer and list all employers and dates of employment. Omitting this information or leaving gaps in your employment is a "Red Flag" to a Hiring Authority and will prompt probing and sometimes embarrassing questions. Repeat this information for each employer. If more than one job title was held with a particular employer detail the same information for each title held under that employer's name.)
 
 

 
 
 
 

Company Name, City, State
 
 

Manufacturer of __________ for the __________ industry. Customers include . . . Processes utilized include . . . 
 
 

 
 
 
 

(MM/YY to present or MM/YY to MM/YY) Job Title: 
 
 

 
 
 
 

Duties and Responsibilities:
 
 

(Using a bulleted format, describe duties and responsibilities using action words such as:  Coordinated - Applied - Participated - Performed - Planned - Supervised  - Developed - Evaluated - Recommended - Championed - Monitored - Provided - Investigated - Assisted - Processed - Established) 
 
 

 
 

Professional Accomplishments:
 
 

(Using a bulleted format, list those major accomplishments (2 or 3) that best demonstrate your contributions to the success of the employer. They should demonstrate your education - overall experience - technical skills - people skills - organizational skills - creativity - dedication. Accomplishments should be things you would want to discuss in depth in an interview. Include supporting quantitative data when possible such as dollar amounts, percentages or other common units of measure in your industry. 
  

*Note*
Many employers are conducting background checks to verify employment and employment dates during the interview process. Misleading or falsified information can be grounds for halting the interview process or termination at a later date if hired.
 
 

 
 
 
 

REFERENCES
 
 

(List professional references only, giving name, employer, job title and home and work phone numbers. Email addresses are optional but many times helpful) 

 
 
 

*Note*
Never include information such as date of birth or social security number. This information could be used to steal your identity. If this information is requested by an employer or recruiter for background check purposes it should be given in confidence and with full disclosure of how it will be utilized.



