Full Name													      Cell Number
City, State Zip Code												   Email Address

Summary (NOT an Objective Statement)
3-4 sentences of your resume highlights, bolding key words. Keep phrasing active and concise. Example: Seasoned Service Technician with 10+ years of industry experience. Numerous certifications including Xerox, Canon and A+. Additional experience working with Konica Minolta and Ricoh.

Skills
List your skills and certifications here. Include hard skills like office programs, certifications, other training, etc. Include soft skills like time management, teamwork, leadership, etc. Separate each item with a comma or other symbol (such as: )

Experience
Job Title [Current/Most Recent Job]
Company Name								Employment Dates [Month, Year]
· Describe your accomplishments
· Don’t just list your duties or responsibilities
· Be specific: if you have impressive metrics, put them here
· List your awards/recognition
· Sell the hiring manager on what you bring to the table
· If you’re not selling yourself in your resume, you’re selling yourself short
· If this is your current position, use present tense
· If your no longer in this position, use past tense

Job Title [Next Most Recent Job]
Company Name								Employment Dates [Month, Year] - Current
· List your most important and impressive accomplishments
· Focus on achievements that are most relevant to the specific job you’re applying for (leadership, independence, cost reduction, etc.)
· Use past tense

Job Title [Next Most Recent Job]
Company Name								Employment Dates [Month, Year]
· Continue but be brief the older the experience is
· If you have fewer than 15 years of experience, your resume should fit on 1 page
· If you have 15+ years of experience, your resume should be 1-2 pages maximum
· Use past tense

Additional Experience (optional)
[For experience that isn’t relevant to the job you’re applying to] 
Job Title [Next Most Recent Job]
Company Name								Employment Dates [Month, Year]

Job Title [Next Most Recent Job]
Company Name								Employment Dates [Month, Year]

Job Title [Next Most Recent Job]
Company Name								Employment Dates [Month, Year]

Education / Training
Degree
School/Institution								Graduation/Achievement Year

Degree
School/Institution								Graduation/Achievement Year

Certification
School/Institution								Graduation/Achievement Year

DO NOT ADD:
“References Upon Request,” Hobbies/Interests, Personal Details like age or religion
[bookmark: _GoBack]These are extremely dated and look out of touch and unprofessional – stick to the point!
