Name and Credentials
Role (ie Electrician, Welder, etc.)

OBJECTIVES
 This is a brief summary of your skills and your ideal job. Include 1-2 reasons that you would be an asset to the company and a sentence about why you want to work for a specific company. 

EDUCATION
Only include if necessary for the job.
Omit if did not recently graduate
Include graduation date, university, and degree(s) obtained


EXPERIENCE
Job Title• Company
Dates worked for company (Start with most recent and/or current job)
Hours worked per week (If applying for government job include salary)
· When possible, quantity of customers served. 
· Provide data about meeting Key Performance Indicators (KPI).
· Make sure to read the job description and update bullet points to reflect the job description for which you are submitting the application. 
· Highlight relevant work experience.
· Only go back 5 to 10 years, unless indicated by job description or you have gaps in work history.

INTERNSHIPS
Job Title• Company
Dates worked for company (Start with most recent and/or current job)
Number of hours completed and if it was a paid internship
· Follow rules in EXPERIENCE section.
· Can omit if have enough relevant work experience.

VOLUNTEERING
Job Title• Company
Dates worked for company (Start with most recent and/or current job)
Number of hours completed 
· Helpful to include if you have limited experience in field
· Follow rules in EXPERIENCE SECTION
· Can omit if have enough relevant work experience

*Include relevant Skills, Professional Certifications, and Special Project
* Taylor your resume for each job.
*Entry level resumes should be no more than 1-2 pages
*If you have more than 10 years of experience, then resume can be longer, but limit to what is relevant to job descriptions. 
