_Your Name This Big_
	_City State_    _(LinkedIn Blog Facebook)_
	_Your phone number_
	_Your e-mail address_


PROFILE( or SUMMARY)
_Two to three line introduction of your experience and capabilities; such as: A hard working, energetic, self-starter with a track record of exceptional performance in increasing levels of responsibility. (Highlight the text between the underscores and insert your own text, remove underscores when done.) Skilled in the following areas:_
	_Block of 9 Skills Posting _
	_No wrap, make one line _
	_Bullets  optional_

	_Such as Customer Service_
	_Cashiering_
	_Computer or Data Entry_

	_MS Office Suite_
	_Warehouse Inventory_
	_Monetary Transactions_

	
	
	


PROFESSIONAL EXPERIENCE

	_Current Job Title or Position_  _Company name, city_
	_optional Mon Year – Mon Year_


· _3-5 bulleted accomplishments for each position, specify quantities where appropriate, suggested to not exceed two lines. Longer text will automatically wrap as shown here_
· _You may enter as many bulleted lines as necessary, press the Enter key._
· _I highlighted between the underscores and inserted the text you see here, you may do the same_
· _Highlight all unused bullets and lines and press delete _
	_Previous Job Title or Position_  _Company name, city_
	_optional Mon Year – Mon Year_


· _3-5 bulleted accomplishments for each position, suggested to not exceed two lines_
· _Another …._ 
· _Highlight and delete any unused lines_

	_Previous Job Title or Position_  _Company name, city_
	_optional Mon Year – Mon Year_


· _3-5 bulleted accomplishments for each position, suggested to not exceed two lines _
· _Another …._

· _Highlight and delete any unused lines_
	_ Older Job Title or Position_  _Company name, city_
	_optional Mon Year – Mon Year_


· _3-4 bulleted accomplishments for each position, suggested to not exceed two lines_
· _Reduce entries here to give more lines to the preceding, more recent positions._
· _Highlight and delete any unused bullet lines_
	_ Oldest Job Title or Position_  _Company name, city_
	_optional Mon Year – Mon Year_


· _4-5 Jobs or 10 years back is sufficient _
· _Highlight and delete any unused bullet lines_
EDUCATION

_High School or College attended (Put most recent first)_
_Major course of study, Graduated or degree(s) designation Month 19XX_
_Include GPA if 3.59 or higher.  Have your draft read by at least two other people for grammar, tense and consistency_
