Name….Address…phone…email…fax

	Objective
	Objective here

	

	Summary
	Summary here

	· List 6 Skills here, most critical first
	· 

	· 
	· 

	· 
	· 


Accomplishments

	List skill #1
	Write one or more relevant accomplishments with metric(s) for each skill

	
	

	Skill #2
	

	
	

	Skill #3
	

	
	

	Skill #4
	

	
	

	Skill #5
	

	
	

	Skill #6
	

	Remember…no run-over from page 1 to page 2. If necessary start skill #6 on page 2.


NAME
page 2

Work History


	Most recent job by title and organization…List which is most important first.
	Dates: e.g. 1999-2001

	Describe job to show relevance to your objective and your skills…use skill terms as part of job description




	Second Most recent job by title or organization
	dates

	

	

	Third Most recent job by title or organization…
	dates

	

	Previous work experience includes:

Short paragraph describing previous work experiences which are relevant to your objective.



	Education
	Show highest degree first. Do not show years of degrees unless degree obtained within the past five years. Show other than college education only where it is relevant to your objective!


	Affiliations
	Only where membership is relevant to your objective.

	
	

	
	


Note: 

1. Use a 12 pitch font…either Arial or Times New Roman. Selectively use Bolding.

2. Add/delete cells as necessary. 

3. Delete the italicized instructions and change the font style from Italics to regular.

4. Adjust the spacing between sections as necessary. 

5. Turn-off the gridlines…select: Table/Hide Gridlines
