
Type of position I am applying for: _________________________________________________________

Contact Information:

• Street address
(including city, state, zip code)

• P.O. box
(including city, state, zip)

• Home telephone number
 (with area code)

• Message phone number (with area zip code)

• Job-search email address
(no sex, profanity, etc.)

• Webpage/LinkedIn account

• Cell phone number
(with area code)

Summary Statement:
:Žď ƟƚůĞ͗ �ĞŐƌĞĞƐͬĐĞƌƟĮĐĂƟŽŶƐͬůiĐĞŶƐĞƐ͗

/ŵpŽƌƚĂŶƚ ƐŬiůůƐ͗ >ĂŶŐƵĂŐĞ ƐŬiůůƐ͗

/ŶĚƵƐƚƌǇ͗ DĂŶĂŐĞŵĞŶƚ ƐƚǇůĞ͗

zĞĂƌƐ ŽĨ ĞǆpĞƌiĞŶĐĞ͗ �ĐĐŽŵpůiƐŚŵĞŶƚƐ͗

^ƵŵŵĂƌǇ ^ƚĂƚĞŵĞŶƚ͗            ͅ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________

Skills Summary:
• List skills that most relate to the job target
• Easy-to-read format (i.e., columns)
ͻ /ŶĐůƵĚĞ ϵʹϭϱ ƐŬiůůƐ͗

1. 6. 11.

2. 7. 12.

3. 8. 13.

4. 9. 14.

5. 10. 15.
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Experience:
ͻ &ƵůůͲ Žƌ pĂƌƚͲƟŵĞ ĞŵpůŽǇŵĞŶƚ
• Paid or unpaid internships
• Volunteer work
ͻ dĞŵpŽƌĂƌǇ pŽƐiƟŽŶƐ

:Žď ƟƚůĞ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ �ŵpůŽǇĞƌ Žƌ ŽƌŐĂŶizĂƟŽŶ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

>ŽĐĂƟŽŶ ;ĐiƚǇͬƐƚĂƚĞͿ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ �ĂƚĞƐ͗ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

�ƵƟĞƐ ĂŶĚ ĂĐĐŽŵpůiƐŚŵĞŶƚƐ ;ĚŽŶ͛ƚ ĨŽƌŐĞƚ ƚŽ ĂĚĚ ĂĐƟŽŶ ǀĞƌďƐ ĂŶĚ ŶƵŵďĞƌƐͿ͗
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________

:Žď ƟƚůĞ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ �ŵpůŽǇĞƌ Žƌ ŽƌŐĂŶizĂƟŽŶ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

>ŽĐĂƟŽŶ ;ĐiƚǇͬƐƚĂƚĞͿ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ �ĂƚĞƐ͗ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

�ƵƟĞƐ ĂŶĚ ĂĐĐŽŵpůiƐŚŵĞŶƚƐ ;ĚŽŶ͛ƚ ĨŽƌŐĞƚ ƚŽ ĂĚĚ ĂĐƟŽŶ ǀĞƌďƐ ĂŶĚ ŶƵŵďĞƌƐͿ͗
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________

:Žď ƟƚůĞ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ �ŵpůŽǇĞƌ Žƌ ŽƌŐĂŶizĂƟŽŶ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

>ŽĐĂƟŽŶ ;ĐiƚǇͬƐƚĂƚĞͿ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ �ĂƚĞƐ͗ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

�ƵƟĞƐ ĂŶĚ ĂĐĐŽŵpůiƐŚŵĞŶƚƐ ;ĚŽŶ͛ƚ ĨŽƌŐĞƚ ƚŽ ĂĚĚ ĂĐƟŽŶ ǀĞƌďƐ ĂŶĚ ŶƵŵďĞƌƐͿ͗
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
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Experience:

:Žď ƟƚůĞ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ �ŵpůŽǇĞƌ Žƌ ŽƌŐĂŶizĂƟŽŶ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

>ŽĐĂƟŽŶ ;ĐiƚǇͬƐƚĂƚĞͿ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ �ĂƚĞƐ͗ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

�ƵƟĞƐ ĂŶĚ ĂĐĐŽŵpůiƐŚŵĞŶƚƐ ;ĚŽŶ͛ƚ ĨŽƌŐĞƚ ƚŽ ĂĚĚ ĂĐƟŽŶ ǀĞƌďƐ ĂŶĚ ŶƵŵďĞƌƐͿ͗
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________

:Žď ƟƚůĞ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ �ŵpůŽǇĞƌ Žƌ ŽƌŐĂŶizĂƟŽŶ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

>ŽĐĂƟŽŶ ;ĐiƚǇͬƐƚĂƚĞͿ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ �ĂƚĞƐ͗ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

�ƵƟĞƐ ĂŶĚ ĂĐĐŽŵpůiƐŚŵĞŶƚƐ ;ĚŽŶ͛ƚ ĨŽƌŐĞƚ ƚŽ ĂĚĚ ĂĐƟŽŶ ǀĞƌďƐ ĂŶĚ ŶƵŵďĞƌƐͿ͗
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________

:Žď ƟƚůĞ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ �ŵpůŽǇĞƌ Žƌ ŽƌŐĂŶizĂƟŽŶ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

>ŽĐĂƟŽŶ ;ĐiƚǇͬƐƚĂƚĞͿ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ �ĂƚĞƐ͗ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

�ƵƟĞƐ ĂŶĚ ĂĐĐŽŵpůiƐŚŵĞŶƚƐ ;ĚŽŶ͛ƚ ĨŽƌŐĞƚ ƚŽ ĂĚĚ ĂĐƟŽŶ ǀĞƌďƐ ĂŶĚ ŶƵŵďĞƌƐͿ͗
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
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Education: 

ͻ &ŽƌŵĂů ĞĚƵĐĂƟŽŶ
• Military training
• Specialized training

ͻ �ĞƌƟĮĐĂƟŽŶƐ
• On-the-job training
ͻ �ŽŶƟŶƵiŶŐ �ĚƵĐĂƟŽŶ

• Licenses
ͻ /ŶͲƐĞƌǀiĐĞ ĐůĂƐƐĞƐ
• Workshops

dƌĂiŶiŶŐ ƚǇpĞ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ   &iĞůĚ ŽĨ ƐƚƵĚǇ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

/ŶƐƟƚƵƟŽŶ Žƌ ůŽĐĂƟŽŶ͗ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ    �ĂƚĞƐ͗ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
'W�͗ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

�ŽƵƌƐĞƐ ĂŶĚ ĂĐĐŽŵpůiƐŚŵĞŶƚƐ͗
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________

dƌĂiŶiŶŐ ƚǇpĞ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ   &iĞůĚ ŽĨ ƐƚƵĚǇ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

/ŶƐƟƚƵƟŽŶ Žƌ ůŽĐĂƟŽŶ͗ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ    �ĂƚĞƐ͗ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
'W�͗ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

�ŽƵƌƐĞƐ ĂŶĚ ĂĐĐŽŵpůiƐŚŵĞŶƚƐ͗
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________

dƌĂiŶiŶŐ ƚǇpĞ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ   &iĞůĚ ŽĨ ƐƚƵĚǇ͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

/ŶƐƟƚƵƟŽŶ Žƌ ůŽĐĂƟŽŶ͗ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ    �ĂƚĞƐ͗ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
'W�͗ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

�ŽƵƌƐĞƐ ĂŶĚ ĂĐĐŽŵpůiƐŚŵĞŶƚƐ͗
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
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Other Sections:

>iĐenses: 

�ĸliations:

solƵnƚeer �ǆperienĐe:

,onors͕ �ǁarĚs anĚ 
ZeĐognition:

Wrofessional 
�eǀelopmenƚ:

Wersonal 
�nĚorsemenƚs:
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