	Your Name
	Address

Address

Phone

Email



	Objective 
	You need to tailor your objective to the particular position you are applying for.  If you are sending a general resume out, put an objective that expresses something you are passionate about.  You never want an objective to say something like, ”I am looking for a job that will utilize my skills for the benefit of the company”  This should be something that expresses your ideal position. 



	Technical Skills 
	Here is where you want to place key technical terms that will catch a key word search by a recruiter.  You can just put a laundry list, but the format below is more effective.

Skill
Level
Years Exp.


Last Used

Java
Expert
4


Current

C++
Intermediate
2


2 years ago

Unix
Expert
5


Current



	Professional 
Experience 
	Company Name 




City, ST 
Title or Position




Date - Date 

· List accomplishments in this position 

· Do not put your job description or job duties.  No one cares what your job duties were, they care about what you accomplished in that position.  You also want to include the results of your efforts.

· For example:   Lead a team of developers in the design, development and debugging of software product realease 1.0.  Under my leadership, the project was completed ahead of schedule which resulted in a cost savings of $100K and allowed for an earlier release date which led to a market penetration 15% higher than forcasted.



	
	Company Name 




City, ST 
Title or Position




Date - Date 

· List accomplishments in this position 

· Do not put your job description or job duties.  No one cares what your job duties were, they care about what you accomplished in that position.  You also want to include the results of your efforts.

· For example:   Lead a team of developers in the design, development and debugging of software product realease 1.0.  Under my leadership, the project was completed ahead of schedule which resulted in a cost savings of $100K and allowed for an earlier release date which led to a market penetration 15% higher than forcasted.

	
	Company Name 




City, ST 
Title or Position




Date - Date 

· List all previous positions with details unless there are more than five. 

· If there are more than five, just list the position and title and a one liner for each above five unless the experience is relevant to the position you are applying for.

	Education 
	Name of College or University



Dates Attended 

· Degree and major 

Name of College or University



Dates Attended 

· Degree and major


