John Doe

1234 S. 5678 West

Anywhere, State Zip

Contact phone number

Career Summary:  Highlight the areas and job duties you have performed to mirror the qualifications of the position you are seeking.  You should use the job posting/ad to help you tailor this information.

Employment: List your employment history here, include company name, job title and job duties to let the perspective employer know your qualifications for the position you are seeking.  Generally 10 years is sufficient.
Education:  List your educational achievements here.  Make sure you do not mislead an employer into thinking you have an education level that you have not completed.  It is okay to state that you are working on a degree and give an expected completion date.

Skills:  List the skills you have acquired that will help the employer if the decision is made to hire you.

References can be handled a number of ways.  The most common citation is to put references are available upon request.   Make sure you list business references who can give the prospective employer the best information to determine that you are the most qualified candidate for the position.

Try to get as much information on one page as you can.  2 pages are appropriate if you need your resume to be legible.

