YOUR NAME  make it big
Your address, phone number and email address be sure to get a yahoo address for yourself
Skills and Accomplishments  you have about 7 seconds to get someone’s attention.  Use descriptors you see in the want-ad or in the position description to match with what you can do.
· List first the best work accomplishment you can describe; Saved the company $1200 by implementing new supplies protocol…
· Use active tense, i.e. provided, established, implemented, designed…

· Use Work-related strengths using a contextual example; i.e. dependable – never missed a day of work; or received an award for perfect attendance, etc.
· Specific Skill or Training attained; i.e. learned to read blueprints;
· List any and all specific skills, based upon what is in the job announcement; try to match the same works used if you can.
· Don’t forget to list computer competencies!  If you’ve learned to use specific contractor software programs for superintendents, or project managers, this would be a good thing to list.

Work Experience

List here the names of the companies where you worked this shows there are no significant gaps in employment.  (It is okay to list that you worked as an independent contractor doing various jobs.)
Put the employer name, city, state, dates of employment

Workforce Investment Board



Wye Mills, MD

1987-current 
Heart Association of Southern Maryland

Hyattsville, MD

1985-1987

Most recent business first, then work backward





Education & Training

List your formal education first, beginning with the most advanced, i.e. 

B.S. 


University of Maryland

College Park, Maryland
 June 1992

AA 


Chesapeake College

Wye Mills, Maryland
 June 1990

HS Diploma 
DuVal High School

Glen Dale, Maryland
 June 1972

List other training with dates to show relevancy
Spectacular Customer Service


Chesapeake College
 July 2004

Office Procedures




Chesapeake College
  Jan 2004

References available by request

