Resume template
The following page contains a blank resume template.  Please fill in the blanks.  Be sure to delete all of our guideline tips when through.  We are using a standard Word document, with standard fonts – to ensure all employers are able to open if you e-mail or download to them.
If you need help, don’t hesitate to ask!

Don’t let this template limit you.  Add as many jobs, or as much schooling information as you like, although we recommend only going back 10 years.  We do not advise listing hobbies, unless they are directly related to the job you are applying for.

Once the resume is complete, you should do a reference sheet.  You should copy and paste the “letterhead” from you resume (your name, phone # and address), so your reference sheet matches it exactly.  Then list out the names, title/relationship, and contact information for at least 3 people who would give you a good work reference. Some suggestions could be:
· Past supervisor

· Past co-worker 

· Teacher or professor if you recently attended school

· If you’re active in your child’s PTA, sporting event or Boy/Girl Scouts – then another parent or leader

Reminder:  Always contact the people you have listed as references and let them know.  You want your references to be prepared if a potential employer calls them.

Have Career Center Staff double check for accuracy and consistency.  You can never proofread too much!  

Be sure to save your resume on a disc, which we will keep here for your convenience.
Your Name
Cleveland, Ohio 44102
347-778-6671 or216-253-6829
xxxxxxx@hotmail.com
Career Objective:

(Type a brief description here – and you may wish to change it to individualize it for each ad you respond to).

Employment History:

Your job title (this is purposely in bold type)

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
Your job title

--------------------------------------------------------------------------------------------

Education:

Touro college 
Accosiates Degree In Human Services
Name of school (if more than one)

Degree, diploma or certificate received

