





Resume Outline

Name
_____________________
Telephone Number
_____________

Address
__________________




__________________

I.
Beginning (Choose one on the following ways to begin your resume)

       
Summary

         
Summarize your background and most valuable attributes. Using concrete examples, explain to potential employers precisely what you will be able to do for them. Describe your unique gifts and strengths. Write this section last, as it is often the most difficult to write.

     
Personal

     
Using brief phrases, describe yourself to your employer.

     
Qualifications

     
Succinctly describe one of your most valuable attributes. Using concrete examples, explain to potential employers precisely why you will be an asset to their company.

Describe another of your most valuable attributes. Only include crucial points that will help sell you to a potential employer.

Describe another of your most valuable attributes. Use phrases that will catch and hold your reader=s attention.

II.
Work History

20XX-20XX                      Position, Name of Company

Using action words to maximize the impact, describe your current or most recent responsibilities. 

Be concise; remove unnecessary words & phrases. Include the specific results of your actions or decisions to demonstrate your contribution.

20XX-20XX                      Position, Name of Company

In the same manner as above, describe your previous job.

20XX-20XX                      Position, Name of Company

In the same manner as above , describe your second most recent job.

20XX-20XX                 Position, Name of Company

In the same manner as above, describe your third most recent job.

Education

20XX-20XX                  Degree obtained, school name

20XX-20XX                  Degree obtained, school name

Languages

List the language you are most fluent in.

List any other languages you are fluent in.

