Name  

telephone

Address  

cell

e-mail



PROFILE
(This section provides a quick “snapshot” of who you are and what you have to offer)

i.e.  “A highly skilled (insert your “title”) with ___ years of progressively responsible experience providing comprehensive ______ service.”

SKILLS & ABILITIES
(List all relevant and transferable skills that are of interest to potential employers). For example:

	· Industry-specific product knowledge 
· Performance results (i.e. top producer)
· Relevant Computer programs/systems
	· Highly productive member of multi-disciplinary team

· Unique expertise i.e. public speaking



EMPLOYMENT HISTORY

Name of Employer- Job Title                                                                                                                              month & year – present
· write in the past tense

· use action verbs, i.e. performed, delivered, provided, maintained 

· use numbers where possible to give context,  i.e. 65 clients, sales targets
· list accomplishments, i.e. consistently achieved sales targets and top service-level standards while providing comprehensive financial services for up to 65 clients on a daily basis 
· Do not list every single accomplishment done in the job- tailor accomplishments and be strategic!

Name of Employer- Job Title                                                                      month & year – month & year
· Fill in 
Name of Employer- Job Title                                                                                          month & year– month & year
· Fill in
 EDUCATION & CERTIFICATES

· Diplomas, Certificates or Degrees                                            Institution – Grad Date
(Do not list every course/workshop ever taken- be strategic!)
VOLUNTEER EXPERIENCE

· List only relevant and current volunteer experience                        Date Started
CURRENT PROFESSIONAL MEMBERSHIPS OR ASSOCIATIONS

· Current membership, only if applicable & relevant                        Date Joined






