Formatting a Resume
Personal Information:
Name




Mailing Address





City, State, Zip Code





Phone number





E-mail Address

Career Objective:

An _________ position in the area of _______ utilizing my knowledge of _____________________

Seeking a position as a ________ where I can be most effective in helping other _______________ provide  __________.

Education:


Name of the school




Grade Level





City, State





Start Date (Month- Year)

Courses taken or will take to strengthen career objective
Work Experiences
Title of Position





Company name/ Employer





City, State





Start Date and End date   (Month –Year)





Work Description

Volunteer Experience
Title of experience




Charity/ Service





City, State





Start and End Date





Number of hours





Volunteer Description

Awards/Certificate
Award or certificate





Date

Description – state either Certificate or Pin

Extracurricular Activities Good under the following area





Activities include year 





Clubs- year and office





Community Service- short description

Skills and abilities
Select those from attributes (3-5)




Computer Skills (1-3)




Language skills( only if fluent)
References


Name
( need 3 individuals)
Title





Company





Address





City, Stat , Zip Code





Phone




E-mail

