*Resume Template. Tips and suggestions are highlighted.

Name

Address
Phone Number | Email Address
*SUMMARY OF QUALIFICATIONS
State why you’re the best candidate in one or two sentences.
*SKILLS
(List of transferable skills, relevant projects, positive personal traits, and specific systems or tasks.)
· Teamwork

· Punctual

· Sorting mail
· Microsoft Word, Excel, and Outlook

· Unloading commercial trucks

· Excellent Customer Service
EXPERIENCE
List relevant work experience including part-time work, babysitting jobs, lawn care gigs, volunteering positions, and service clubs.
Name of Employer or Organization, Title


City, ST

Year-Year
Write a few short sentences highlighting the duties, responsibilities and successes.  
· List duties, responsibilities and successes in a bulleted list.
· Focus on action words or verbs (coordinated, implemented, developed, led etc.)
· Quantify and use numbers when possible.
EDUCATION
Only include schools you graduated from or are currently attending.  

Name of School




City, ST

Graduation Date (or anticipated date)

Name of degree or area of study


Short list of relevant course work or GPA if appropriate

OTHER OPTIONAL HEADINGS
Are there other categories to highlight?  Consider awards (including scholarships), professional memberships, specialized credentials, interests/activities?  Make sure whatever you add is relevant to the job to which you applying. 
*Depending on length of work experience both of these sections are not necessary.  Choose one or the other.  They might also be combined as “SUMMARY OF SKILLS” 

