NAME

Address

City, State, Zip

Phone Number
Email address
CAREER OBJECTIVE        This is could be specific or general in nature

EDUCATION                    Name of School, City, State, Zip
Include the year that you will be graduating, classes that you have taken that may pertain to the position you are applying for, awards: academic achievement, honor roll, student of the week, certifications, etc.

WORK EXPERIENCE
List each employer (paid or unpaid), City, State, Zip

Position:   job title     Duties:  explain responsibilities on the job, use action words; do not use words such I, we, etc.  Date: Month and year
VOLUNTEER EXPERIENCE
List activities, organizations that you have volunteered for.  It can be a one-day event or an on-going commitment.  List your involvement just like the employer section above. Examples: tutoring a student, working in the office, working in the concession stand, etc.
AWARDS & CERTIFICATES
These can be from school or outside of school
SKILLS & ABILITIES
Strengths – i.e. dependable, hard worker, creative, good communication skills etc.

EXTRACURRICULAR ACTIVITIES, HOBBIES & INTERESTS
This area you may list the clubs/organizations that you are involved in-things you like to do in your spare time
REFERENCES 
List three on a separate sheet: Name address: city/state, phone number, job title. Always ask the person to be a reference before you list them
TIPS:
· One page, typed

· Be sure the resume appeals to the eye

· Use adequate margins, font, format

· Do not rely on spell check – proofread carefully, have another adult proofread
· There should be no errors

· Do not tell why you left your last job

· Do not include photo, social security number or birthdate

· Do not include salary information

· Most recent employer is listed on top
· Do not use pronouns such as I, we, he, she

· The resume can be put together in any order – top 1/3 of resume should be the most relevant information/your strengths

