Name

Street Address

City, State Zip

(Area Code) Telephone

Professional Email

Objective:

Entry-level position
Education:

Sample high school



South Tech




City, State, Zip



Sunset Hills, MO  63127
 




General Education
            

Program Major

Skills:
Use ISM’s list from your technical major, computer skills, fluent in another language, etc
Activities:
Clubs (Skills-USA, FBLA, FCCLA, FFA, Diversity etc.)


Sports Teams, Scouting, COE etc.

(Write out what abbreviations stand for, Committees served on)

Honors:
Perfect Attendance, Honor Roll, GPA, Tops at Tech, Student of the week, certifications, awards, or achievement recognitions.

Employment 
Job Title




Job Title
History: 
Company Name



Company Name

Supervisor




Supervisor







Dates of employment (recent first)

Dates of employment


Duties





Duties
Volunteer

Special Olympics, Community Service, Tutoring
Work:


References:
Available upon request
Name

Street Address

City, State Zip

(Area Code) Telephone

Professional Email
References

John D. Boss
Supervisor, XYZ Corporation
555 Sunny Way
Sunset, CA 12345
555-555-5555
bossjd@emailadress.com
John was my supervisor when I worked at XYZ Corporation (my most recent place of employment). Known for XXX years.

Jessica Z. Webb
Managing Director, ABC Enterprises
222 Simon Street
Sunny City, CA 33333
555-555-4444

Ms. Webb is the managing director of ABC Enterprises, where I worked for almost five years. Known for XXX years.

Professor Danielle Williams, Ph.D.
Business Department, Doe University
555 Commerce Way
College Town, CA 12333
444-555-3212
williamsds@doeu.edu

Professor Williams was one of my professors as well as my academic advisor while I attended Doe University. Known for XXX years.
