
[Street Address, City State  ZIP Code]  |  [Email]  |  [Telephone]

[JOB TITLE] [COMPANY NAME]
[DATES FROM – TO]

This is the place for a brief summary of your key responsibilities and most stellar 
accomplishments.

[Contact Information]

[YOUR NAME]

OBJECTIVE State what you are intending to apply for 

The skills and abilities should appear in dotted lines for better viewing

SKILLS & ABILITIES State what skills and abilities you have got from your previous job experience

EXPERIENCE [JOB TITLE] [COMPANY NAME]
[DATES FROM – TO]

This is the place for a brief summary of your key responsibilities and most stellar 
accomplishments.

EDUCATION [SCHOOL NAME], [LOCATION]
[DEGREE]

You might want to include your GPA here and a brief summary of relevant coursework, 
awards, and honors.

LEADERSHIP Are you president of your fraternity, head of the condo board, or a team lead for your favorite
charity? You’re a natural leader—tell it like it is!

REFERENCES [REFERENCE NAME], [TITLE]
[COMPANY]
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