RESUME

Your Name

Your Address

Your Contact Information (phone and/or email)
OBJECTIVE: 
Tell the employer what your career goal is.  To obtain a job……

EDUCATION: 
Most recent education first—college then high school below

Include classes taken that are relevant to the job you are applying for.

SKILLS:
Include things that you can do or are good at that will be a benefit to the job.

AWARDS:
Any awards you have won.  As of now—perfect attendance, all A Honor Roll, A/B Honor Roll, Sports Awards, Scholarships, etc……..
HOBBIES:

Appropriate things you enjoy doing
EMPLOYMENT: 
Places you may have worked previously.  Be sure to include the name of the company, the address and phone number of the company, your job responsibilities for the company.

References furnished upon request: This means that you will give them the information separately when asked.  Most applications require this information, so that it is not necessary to put on your resume. References should be non-family member, whom you have known you for at least three years. 
This in known as the heading it should include these three things.  





Be sure that the information is equally spaced and neatly typed.  The average employer will determine to keep your resume or “file” your resume in the first 8 seconds they look at it.  It is extremely important that your resume makes the “first” good impression.








