First Name Last Name
Address · Phone	Comment by Kathryn Fischer: Modern recommendations are to only put your city and include (willing to relocate/commute) when relevant.
Make sure your voicemail is set up. Use a Google Voice or similar number if needed.
Email – LinkedIn/Other Professional Profile – Twitter/Blog/Portfolio	Comment by Kathryn Fischer: Make a job-seeking specific email if needed.	Comment by Kathryn Fischer: Only if you are actually using your LinkedIn – have you completed that profile and are active on the site? Otherwise, do not include it.	Comment by Kathryn Fischer: Only include these if they are work appropriate, relevant, or directly connected to your skills, experience, education, and/or activities.


A career objective goes here. An objective is best when you do not have much experience. Keep it short, no more than two-three sentences, and match your verbs and technical terms to the job description.	Comment by Kathryn Fischer: A career objective is your career or professional intent. What are your intentions with this position? Why is it good for you? Why are you a good candidate?

It's recommended you try to tailor this objective to every position description. Use terms from the general description. You can also include any company-specific information that you found in your research. 

For example, let's say the description mentioned dedicated, knowledgeable, teamwork, data, and analysis, and your research showed that the company is wanting to increase their efficiency and market presence: 

Dedicated and knowledgeable recent graduate with teamwork skills looking to work in data analysis and deliverables to help increase efficiency and market presence.


Skills	Comment by Kathryn Fischer: Skills are different than qualifications. In this context, qualifications are what have been taught to you (certifications, degrees, etc.), and skills are what you have learned or practices used on the job and in the industry.

The bullets are for skills listed in the position description you have some experience with, but you don't feel comfortable expanding upon. 

The categories are for skills you have direct experience with that you can give specific details for and can expand upon.
· These can be more “on the job” knowledge or practices - think topics	Comment by Kathryn Fischer: You can include fields or sub-fields, specialties, or relevant areas in which you have experience. 

Does the position description mention certain computer programs, Point of Sale programs, Customer Service, or specific areas of knowledge that others in the field would recognize? Remember, match up your terms exactly with this position description. 

Examples: Research, Public Speaking, Advertising, Government Guidelines, Site Evaluations, Data Control.
· You can include job titles if relevant or listed in the position description
· Remember to match terms from the position description exactly when able	Comment by Kathryn Fischer: Add more bullets to this template if needed

Category #1: Explain how you have mastered and/or used this skill. Two-three sentences max., but be as specific as possible.	Comment by Kathryn Fischer: Choose major skill categories listed in the position description that you can expand upon and/or are your strongest traits that match with the description. Examples are “leadership,” “problem-solving,” “administrative,” “sales growth,” etc. 	Comment by Kate Fischer: For example:

Leadership: Lead on project to increase program productivity by 20%. Lead project team to exceed prescribed objective.

Event Planning: Developed, coordinated, and implemented outreach events, working with a team of ten. Increased program contact and exposure.

Quality Control: Matched deliveries to customer orders, ensuring a 98% customer satisfaction return. 
Category #2: Explain how you have mastered and/or used this skill. Two-three sentences max.
Category #3: Explain how you have mastered and/or used this skill. Two-three sentences max. 	Comment by Kathryn Fischer: Add more categories to this template if needed


Qualifications	Comment by Kathryn Fischer: Focus on what exact certifications and qualifications the position calls for.
· These can be specific qualifications and certifications
· List all from most to least relevant
· Use exact terminology from the position description	Comment by Kathryn Fischer: Add more bullet points if needed

Employment	Comment by Kathryn Fischer: Start with most recent and work back.
If this is your first job, do not include this section, and spend time bolstering the previous sections.
	
	POSITION TITLE, Month Year – Month Year, Employer, Location
	POSITION TITLE, Month Year – Month Year, Employer, Location
	POSITION TITLE, Month Year – Month Year, Employer, Location

Education	Comment by Kate Fischer: Start with what you are currently doing. If you are pursuing a degree or certification at a college, include that, and put an anticipated graduation date (e.g., December 2023).

	DEGREE, School, Year of Graduation
· Include any relevant coursework, classes, or extracurricular activities
	DEGREE, School, Year of Graduation
· Include any relevant coursework, classes, or extracurricular activities	Comment by Kate Fischer: It's okay if you don't have anything that matches up well with the position description. If so, only list the degree, school, and year of graduation. 

However, really dig here and see what connections you can make. Remember to match up key words exactly with the position description. 

