Name: First Last

Address, City, State, Zip

Phone (home/cell); Email Address

Objective

The objective should answer the question, what do you want to do?  It should relate to the position you are applying for and should try to persuade the employer to read the rest of your resume in a positive light.  You must be able to transmit that you are the best candidate for the position and that you want to do something good in their company.  A good objective is powerful, strong, and to the point.  Remember to modify this based on the job you are applying for.

Achievements

An achievement shows evidence of how you made a difference at a company.  You want to include those that can be measured in financial figures, statistics, and numbers.  Awards you have won and fast promotions can also be included here.

Experience

This section of your resume includes your work history. 

Company #1

City, State

Start Date - End Date
Job Title

· Responsibilities / Achievements

· Responsibilities / Achievements 

Company #2

City, State

Start Date - End Date
Job Title

· Responsibilities / Achievements

· Responsibilities / Achievements 

Education

In this section you should highlight relevant schooling and academic training.  
College, Location of School

Degree, Date of Graduation (actual or anticipated) 
Awards, Honors, GPA (optional)
Professional Development (Optional)

Show how you have continued to develop yourself professionally and include details on your training, certifications, technology skills, volunteer work, and language skills.
Awards/Honors (Optional)

An honor or aware is proof of your success and adds solid, objective credibility to your resume.  List all applicable professional and educational honors and be sure to explain them if they are not self-explanatory.

