Street Address, City, State, Zip Code

Phone (Home/Cell), Email Address

First Name Last Name

Objective (optional)

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 convey 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 and to the point.  Remember to modify this based on the job you are applying for.

Skills

There are three types of skills you can put in this section: job-related (relevant to a specific job), transferable (learned at one job and transfers to another), and adaptive (hard to substantiate but include personality traits and characteristics that determine your work style).  For this type of resume, you want to highlight skills specific to your job and how it relates to the position you are applying for.  You may want to title this section more specifically than just skills.  If there is more than one type of skill category create a section for each, for example business skills and customer services skills are 2 categories that may relate to the position you are applying for. 
Professional Experience

This section of your resume includes your work history in reverse chronological order (current or most recent position first).
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)
