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Objective (OPTIONAL)
Suggested for career changers or entry-level candidates
Seeking to obtain the position of [fill in specific title], utilizing [2-3 specific skills you offer, relevant to job requirements] to contribute to the [name of team or company]. 

Write your objective based on a few of the requirements you see in the job posting. Avoid pronouns such as I, me, my. Adjust your objective for each job application, making it relevant to those job requirements.
Qualifications
· Add a bulleted list of your relevant skills as they pertain to the job posting. Key transferable skills* show that you can adapt to any specific job, even if you do not have direct experience in that field. 

· Include any specific computer proficiencies you have, certifications, or special language abilities.

· Use the job posting to determine important job- and industry-specific key words that employers use to select qualified candidates.
· See examples**
Education
List degrees in reverse chronological order. Include current degree.  Drop high school education on college resume.
List full Degree Title
           







Anticipated Month, Year 
American Intercontinental University
· GPA: 0.0/4.0 Include if over a 3.2
· Relevant coursework: list 4-6 classes that could give you a competitive advantage or are unique to your degree program.  
· Also bullet any key certifications, concentrations, or awards you have for this degree.
WORK EXPERIENCE
Provide 10-15 years of work history
Job Title









Month, Year – Month, Year
Company Name, City, ST 


       




· List 3-5 bullets for each job that is relevant to your career objective. You may include positions that are paid or unpaid as long as they relate to your objective.
· Begin each statement with a strong action word***
· Point out your skills and abilities that match the job description.  

· Describe accomplishments, not just job duties.
· For work experience that is not in your desired field, describe tasks that demonstrate your use of transferable skills** (general skills that apply to a variety of job fields)
· Quantify information wherever possible. How much were you responsible for? What were your results? 
Job Title









Month, Year – Month, Year
Company Name, City, ST

· Continue job experience. Each bullet must represent new content. Avoid repeating tasks or phrases.
· Remember to describe the task and show the result. Highlight your specific achievements.

· Example:  Provided prompt, courteous service to customers during heavy rush periods, completing an average of 40 transactions per hour.
ADDITIONAL EXPERIENCE – if applicable
This can be paid or voluntary experience that is not necessarily relevant to your targeted field
Job Title









Month, Year – Month, Year
Company Name, City, ST
      
            




                

· 1–3 bullets about the position and your accomplishments 

· Remember to use strong verbs and focus on your value to the organization
COMMUNITY INVOLVEMENT --if applicable
List any volunteer work in the same format as your work experience. Include your title, the company name, and dates. Bullet your tasks if possible, similar to your work experience above.
MEMBERSHIPS or PROFESSIONAL ASSOCIATIONS --if applicable
List any involvement in honor societies, professional organizations, and so forth. 

*Transferable skills include:

Communication (written/verbal), Problem-solving, Research, Analysis, Organization, Planning, Leadership, Decision Making, Creativity, Innovation, and Prioritizing

**Qualification Examples:

GENERAL ADMINISTRATIVE SKILLS (applicable to various fields)
· Ability to service and support diverse groups of people

· Strong interpersonal abilities, including written and verbal communication skills

· Ability to work with sensitive and confidential material

· Advanced organizational and multitasking abilities

· Efficient collaboration practices for ongoing team development and improvement

· Ability to balance and prioritize demanding workload within strict time frames

· Proficiency in Microsoft Office: Word, PowerPoint, Excel, Outlook

· Strong organizational, time management, and prioritization skills demonstrated by…
An example of how to “personalize” these qualifications:

Notice the first bullet, “ability to service and support diverse groups of people.” If you believe that you have this skill and have demonstrated it in your past experiences working with others, add that key content, showing why you have obtained the skill and how you have demonstrated it.

For example: Ability to effectively work with diverse groups as demonstrated in nursing home experience, caring for patients with dementia and Alzheimer’s disease.

***Action Words:

Develop, Manage, Coordinate, Correspond, Maintain, Establish, Explain, Monitor, Initiate, Build, Eliminate, Increase/Decrease, Schedule, Wrote, Plan, Implement, Produce, Complete, Accomplish, Perform, Reorganize, Streamline, Collaborate, and Supervise.
Remember to use the appropriate tense: present tense for current jobs and past tense for former jobs.
