You can use this template to create your own resume. Just save it as a word document and start typing over the black text. Once you're happy with the result, just delete the TIPS and Voila! You have a market-ready document.
Name 









Home Phone
Street Address








Work Phone
City, State Zip








Cell Phone
Home email address







Work email address

PROFESSIONAL SUMMARY 

Sales; Account Management; National and International Sales; Presidents Club; Biometrics; Imaging; …….

TIPS

· Only list those key words you have practical experience with... do not misrepresent your skills in any way! 

· Regardless of your expertise, just list those key words that are pertinent to your experience i.e. Customer Service, Problem Resolution, Training, Billing Reconciliation, LAN, WAN, Network Design etc. 

· Many HR departments scan your resume into a database and then develop candidate lists from key words searches.  By adding a Professional summary you can make sure you’ve listed all the appropriate information. PLUS, if someone is functioning as a gatekeeper and is unaware of industry jargon, by listing all the relevant keywords in one place you’ve made it easy for the reader to determine how close a match you are for the job. 
EMPLOYMENT HISTORY

Month/yr to Month/yr
Name of Employer, City State




Title

· Responsible for …

· Maintain…

· Design and implement…

· Deploy…

· Supervise…

TIPS

· Make sure your current job is in present tense
· Don’t use “ I “ ; it’s understood in the sentence.
· Use bullets instead of a narrative; it’s easier to understand and much easier on the eye.
· Use action words and keep your sentences clear and concise
Month/yr to Month/yr
Name of Employer, City State




Title

· Responsible for …

· Maintain…

· Design and implement…

· Deploy…

· Supervise…
Reason for Leaving: Left for an opportunity at XYZ Company 

Title 

· Responsible for …

· Maintain…

· Design and implement…

· Deploy…

· Supervise…
Reason for Leaving: Promoted
TIPS

· Make sure any previous employment is described in past tense. 
· Just keep adding your employment until you have either included your entire work history or you’ve gone back 10-15 years.  
· Do include jobs that aren’t related to your present career; if you omit any job it results in an apparent gap in employment. 
· Make sure you list the month and year of employment so the reader can follow the career path you have taken.  If you only list the year the reader may think you have something to hide.  

· List your reason for leaving; it can help explain gaps in employment plus show promotion where applicable. 

PROFESSIONAL ASSOCIATIONS 

1995 ABC Association; Served as Membership Chairman, Secretary/Treasurer & President. 

2000
DEF Association; Served as liaison for the United way and generated 200% of goal in the 2000 fundraising campaign. 

TIPS

· Include this section if you need to fill in some space. If you have been in the work place for a while, you may need to use this for employment instead.

· Only list those associations of which you are a member!

EDUCATION

1999       XYZ Certification
1995       Management Development Course, URU University
1990
 BS Degree in Business Administration; University of Southern California, Los Angeles, CA. 

TIPS 

· Only list those educational items that can be verified through the school’s registrar’s office! Be prepared to provide your social security number and full legal name for verification. 

· If you attended college but didn't earn the degree then use the phrase "worked towards a degree…."

· DON'T LIST A DEGREE IF YOU DIDN'T EARN ONE!
· It's okay to list a degree if it's in progress…you can use the phrase "expected date of graduation" or "currently working towards a degree in XX". 

If you need additional help or have questions, please don't hesitate to contact us at 800-650-2023 or click here to send us an email.

