HammondWorks

ROBIN’S RESUME TEMPLATE

Just use the “save as” function to save this file as your own under the title of your choice. Then, follow the prompts to compose the contents of a solid resume!


NAME

ADDRESS

PHONE

EMAIL (list only if you use it regularly!)

OBJECTIVE: what kind of position are you looking for?

QUALIFICATIONS SUMMARY: what specific skills and expertise qualify you to be hired for the kind of position you’re looking for? You can create a brief paragraph, like this:

Fabulous professional with 10 year experience in (profession/industry) . . .

Or, you can create a series of bulleted statements that capture your qualifications, like this:

· 10 years experience in (profession/industry)

· Skilled in (whatever it is you’re skilled in, like writing, for instance)

· Expertise in (whatever it is you know a lot about, like resumes, for instance)

Or, you can even list a series of bulleted phrases that capture your qualifications, like this:

· Interviewing

· Resume Writing

· Career Consulting

· Case Assessment

· Job Market Research

· Negotiating

RELATED EXPERIENCE: professional experience certainly counts, as does internship experience or unpaid volunteer work – as long as it RELATES to the position you’re looking for. List experience like this:

Job Title (from when to when)

Company/Organization, City, State

Summary of job duties

· Accomplishment

· Accomplishment

Job Title (from when to when)

Company/Organization, City, State

Summary of job duties

· Accomplishment

· Accomplishment

 . . . and so on . . . 

EDUCATION & TRAINING: list level of education, degrees, and/or any RELEVANT training or certifications. Like this:

BA English, University of California, Davis (just an example, you list your own)

OTHER INFO: other stuff to list might include military experience, community involvement, or even hobbies you enjoy, ESPECIALLY if they are RELEVANT to the type of job you’re looking for.

