RESUME GUIDE

____________________________
Name
Address Information _______________________________________
		          _______________________________________
Phone Number          _______________________________________
E-Mail 	          _______________________________________

OBJECTIVE
In one or two lines, briefly describe your career goals and/or position desired.  Be specific and tailor your objective to the job market you are targeting.  Objectives are optional on a resume.

SKILLS
List a few top skills that will interest targeted employers. The following are only examples.
· Fluent in Spanish
· Proficient in all programs of Microsoft Office
· Type 60 wpm

EDUCATION
_____________________________				______________
Degree								Graduation Date
_____________________________				______________
College/University						City, State
_____________________________
Concentration, Specialization, or Minor
_____________________
Overall/Major GPA if it is over 3.0
** 	If you have a college degree, you should not include high school.  You may also list previously-attended higher education, related coursework or professional training.

EXPERIENCE
_________________		_________________		___________		_______
Job Title			Company			City, ST		Dates
· Write brief statements describing what you have accomplished.
· Use action verbs to start statements.
· Focus on transferable skills (skills that apply to the career you are pursuing)
**	Repeat as necessary. Jobs should be listed in reverse chronological order with the current or most recent job first.  You may break up this section into Related Experience and Work Experience Sections.  You may also limit it to Recent Work Experience if appropriate.

AFFILIATIONS
_______________	________________________	__________________		
Position		Organization				Dates
**	Repeat as necessary.


Depending on your background, there are additional sections that you may wish to include. Review the other information and examples in the resume portfolio for ideas.
