Your Name
Street Address
City, ST 75503
(903) 794-4163 or emailaddress@email.com

HIGHLIGHTS OF QUALIFICATIONS

Two – four sentences briefly explaining your skills and experience.  Do not be overly specific here, highlight specific skills related to the position you are applying for.  Each resume should be tailored to the specific position you are applying for, when the employer finishes reading this section, they should know what type of position you are looking for, how much experience you have pertaining to the position, and what skills and abilities you have that can benefit the company. Action Word – Position – Experience – Job Duties – Skills/Abilities
EXPERIENCE SECTION
· Go to http://online.onetcenter.org/ and search for positions you have had experience in
· Use those skills here to give some detailed information based on the position applying for

· Highlight the areas that the position applying for entails. (Customer Service, Production experience, etc.)

· Copy from ONET, paste into the Experience Section.  This format will be different from what is pasted

· Click in the area that you want everything to look like (For example, next to “Highlight the areas”) click on the paintbrush at the top of the screen

· Highlight what you want changed and everything should match.

· Example Section below:

SKILLS & ABILITIES
· List multiple skills related to the industry and position applying for that apply to you, which you can prove to the employer.
WORK EXPERIENCE

Year Started– Year Ended – Position – Company – City, St

Section explaining your position duties; detail some areas to explain specific things related to that position or company.  Do not include supervisor’s name, address, or contact information. Think about what your duties were in a typical day, week, month, quarter, year at this position. 

Year Started– Year Ended – Position – Company – City, St

Section explaining your position duties; detail some areas to explain specific things related to that position or company.  Do not include supervisor’s name, address, or contact information. Think about what your duties were in a typical day, week, month, quarter, year at this position. 

Year Started– Year Ended – Position – Company – City, St

Section explaining your position duties; detail some areas to explain specific things related to that position or company.  Do not include supervisor’s name, address, or contact information. Think about what your duties were in a typical day, week, month, quarter, year at this position. 

Year Started– Year Ended – Position – Company – City, St

Section explaining your position duties; detail some areas to explain specific things related to that position or company.  Do not include supervisor’s name, address, or contact information. Think about what your duties were in a typical day, week, month, quarter, year at this position. 

EDUCATION 

School Name – City, State

Degree or Major (if relevant)
LICENSE/ TRAINING
Training / Certification Organization Name – City, State

Certification Name

Expiration Date (if applicable)
