Your Name HERE


Your address here



e: Your e-mail address HERE p: 503.555.5555
Your Name HERE

Objective: Only write something here if you have something good to say. Align your needs with their goals, preferably from in-person research. No more than 2 lines!
Summary of Qualifications:

· Keep these brief
· Use the actual words from the job description

· Put those words near the front of the line

· Put the most important element first, the least important last

· If they read nothing else, they’ll probably read this

· You can get away with 1 descriptive word at the beginning of the line

· Any extra hobbies or interests go here, but at the end – and only if they’re relevant!
Relevant Skills:
Category 1 (the most important thing they’ve said they need)
· Then the next most important.

· Talk about accomplishments, not just job responsibilities. Use solid numbers wherever possible.
· Make the first 2 words the most important in the sentence, the next two might get read, and after that, assume that they’re not getting read.

· You do not have to show which jobs each bullet point matches up with
Category 2 (the next most important)
· Again, list accomplishments, not just a job description
· You probably want at least 3 bullets per section, not more than about 10
· Also, these are not full, grammatical sentences. They’re not even fragments

· For all bullet points in your skills, only use information that is relevant to the needs of the hiring manager. Not what you think they need, but what they think they need

Category 3 (have at least 3 categories, no more than about 10)
· You can write up to 3 pages, but you need to make sure that every single line is of relevance to the job. You’ve got 7 to 13 seconds, how are you going to spend them?
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Education:

College Name

Degree (B.A.; A.A.; etc.) MAJOR/Minor or concentration
Location

DATES UNNECESSARY
