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Full Name : 
Address :

City, State Zip Code :

Local Phone Number :


Email:

Objective:         

2-line minimum should be short and concise.

Summary or Profile: 
Any special attributes about yourself.

Work Experience:
Name, address, and zip of employers.  Please include job title held, date of employment, hours per week, salary (beginning / end).  Include reason for leaving, telephone number and immediate supervisor.

           Description of work: including most important job duties, 

                                    
number of employees supervised, specific duties, responsibilities, 





and accomplishments while on job title within one company 





and include duties of each separately.

Education: 

List the name and location (city, state, zip code) of University or 

                                    College. Include date of degree (give month and year).  






List type of degree and years completed.

Special Skills, Technical 

Skills, Accomplishments, 

and Awards: *(Functional)







Honors, awards, or fellowships received.  List any accomplishments





that is related to the position applied for. Ex: Computers used, software, 





Other machines, and any public speaking or conferences.

                                   

Memberships or Affiliations with Professional Organizations or Societies.  



Special classes or training related to the job, or on the job training, any 





Licenses or certificates (include dates).  List any other languages.
References:

List three personal references (no supervisor that may be 
listed under

 work history).  Include person's name, number, address, include zip code and 

home phone number, business phone number is optional.

List three business references.  Include job title of the person, their employer 

address, and telephone number.  




**** The persons listed as references should be able to attest to your personal

or business character.  You should have known this person for at least two years.

Salary History:

Name of company, city, state, and zip code.  








The job position, and salary or bonuses.
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