Name First and Last
Professional Email Address (not ismokepot420@gmail.com)
Mailing Address
Best Phone Number (You keep it on, most reliable alternative, have a professional voicemail, no prank ones)

Education 
1 High School, Location, Date or GED
2 College 

Professional Credentials/ Training Certificates/ where did you complete the training
1 First Aid & CPR
2 OSHA 40, 30, 
Safety harness inspector (recognized industry certifications)

Knowledge Skills & Abilities
1 
2

(Relevant) Work Experience * highlight your relevant work experience starting with the most recent job and backward in chronological order.

Most Recent Job Title Company Name – Dates of Employment May 2007 – Present
List here the main activities in the job. What were your primary responsibilities? 

Previous Job Title Company Name – Dates of Employment May 2006 – May 2007
List here the main activities in the job. What were your primary responsibilities? 

Previous Job Title Company Name – Dates of Employment May 2006 – May 2007
List here the main activities in the job. What were your primary responsibilities? 

Previous Job Title Company Name – Dates of Employment May 2006 – May 2007
List here the main activities in the job. What were your primary responsibilities?

Professional References
First and Last Name, Contact Info, How you know them (supervisor/ colleague)

Personal References (optional)


*Prepare to explain any gaps in employment in an interview. 
*Keep your resume length 1-2 pages.
*Additionally prepare to provide verification of your education, Copies of diplomas, transcripts, training certificates. Ideally keep it all in a binder with sheet protectors and plan to update it over time. Don’t provide false information (that you cannot verify)
*Delete the irrelevant portions of this template. 
*Iman can review these for you!

