Avid JobSeeker
Linked In:  https://www.linkedin.com/UseYourPersonalizedLinkedInURL 
 (360) 555-5555   —   Vancouver, WA   —    emailname@emailprovider.com
Job Title Being Applied To Goes Here  (add Job ID# here)
Use a short paragraph to highlight that you are a resource who offers  skills, attributes  and 
any special or unique knowledge that you possess, without using more than three lines to say it.
This is your best pitch for what you do that paints a great summary of what follows.
Qualifications

· List specialized skills you possess that the job requires

· List office skills that you are proficient at

· Characterize your dependability
· Say how you meet or exceed expectations
· Talk about your ability to communicate
· Include strong points with technology
· Indicate how you learn new processes
· Talk about accuracy in data or processes 
· Include organizational abilities
· Define how you handle being part of a team
· List software skills (MS Office, Photoshop, SharePoint, MS Project, database systems and web application skills)
· List more skills or abilities – perhaps writing or creativity
· Even more skills – think of the things you do well
Job History
Company Name
City, ST
1/2/14 – present

Job Title 1  |   Job Title 2   |   Job Title 3   [you can group job titles and highlight strongest skills from all]

· List what you have contributed successfully, and the positive impact or excellence it made to the company 
· Don’t just list tasks you performed, but describe HOW you performed them and HOW you made improvements
· Summarize your accomplishments and performance levels, don’t just identify tasks that you did
Company Name
City, ST    
12/1/11 – 11/30/13
Job Title   (term contract employee)    [use this format if you worked in a contractor position]
· List what you did, how you did it successfully, and the positive impact or excellence it made to the company 
· Don’t just list tasks you performed, but describe HOW you performed them and HOW you made improvements
· Summarize your accomplishments and performance levels, don’t just identify tasks that you did
Self-Employed Contractor
City, ST    
3/1/04 – 5/28/09
Job Title or Description of Services Provided as a Contractor

· List what you did, how you did it successfully, and the positive impact or excellence it made to the company 
· Don’t just list tasks you performed, but describe HOW you performed them and HOW you made improvements

· Summarize your accomplishments and performance levels, don’t just identify tasks that you did
Company Name
City, ST    
1/2/98 – 2/22/04
Job Title

· List what you did, how you did it successfully, and the positive impact or excellence it made to the company 
· Don’t just list tasks you performed, but describe HOW you performed them and HOW you made improvements

· Summarize your accomplishments and performance levels, don’t just identify tasks that you did
Education & Awards


· Highest educational accomplishments and certifications are listed first (such as BS in Accounting or PMP)
· Related awards are listed next
· Special training, custom training listed next
· High school graduate with some college (list this last, but ONLY if no higher education is listed first)

