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1234 Anywhere Drive, City, ST 12345 | (803) 123-4567 | johndoe@gmail.com


Give each specific employer a brief snapshot of your experience, skills and qualifications. Customize this message for each job you apply for, echoing specific job qualifications as applicable. Tell them why you want (and are qualified for) that particular job. Use complete sentences. Be clear and specific, and don’t use acronyms or abbreviations. This is your “elevator speech.”

Key Qualifications and Strengths

	· Budget creation and analysis
	· Combat veteran
	· Profit forecasting


	· Accounts payable/receivable
	· -- Samples only --
	· Effective problem solving


	· Excellent time management
	· IBM Lotus approach
	· Program development




PROFESSIONAL EXPERIENCE

Full company name | City, ST

Job title | Start date – End date (Use 3-letter month [Jan], 4-digit year [2014)

· Provide 3-5 bullets per job with what you do if job is current, or what you did if no longer employed.
· Start with current or most recent job and work backwards. 
· Explain any long gaps in employment history with whatever was going on at that time (school, training, temporary work, etc.). 
· Start with an action verb. Use present tense if job is current; past tense if job is in the past. See examples below.
· Current job: Coordinate update briefings for Division Commander. 
· Past job: Provided cash management for main operating accounts and payroll. 
· Repeat this format as needed for additional work history.


EDUCATION AND OTHER QUALIFICATIONS
· Degree or certification | Full school/military name, City, ST
· Repeat this format as needed for additional education. 
· High School Diploma/GED | XYZ High School, City, ST

PROFESSIONAL DEVELOPMENT 
· Combat Veteran, [Operation Iraqi Freedom] | [Victory Base, Baghdad, Iraq]
· Relevant courses or professional memberships | [Chair, Personal Financial Planning Task Force]
· Repeat this format as needed for additional professional development. 

References Available Upon Request
Have them ready and let them know an employer might be calling, but never provide these up front unless asked. No family members. Think of someone in a professional role who can speak well of your work ethic and character. 

OTHER TIPS
· If your resume extends to two pages, add page numbers (1 of 2, 2 of 2) to the bottom of both pages. Find Page Numbers in Word under the Insert menu. 
· Don’t split individual listings at the bottom of a page. Space down to the second page. 
· Proofread, and have someone else proofread your resume before submitting it to a potential employer. Misspelled words and confusing language can send you straight to the trash. 
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