CHRONOLOGICAL RESUME

Name

Address

City, State  Zip

Phone

E-mail (if used on a regular basis)

OBJECTIVE: Write a short sentence about the kind of job you are looking for (be specific within your field so the employer knows exactly what field/career area you are looking for.)
SUMMARY OF QUALIFICATIONS:
· Create 3-5 strong statements about your technical abilities in your field, 

· Such as Strong math proficiency, Able to operate audio/visual equipment,

· Extensive experience in management and marketing operations, etc.

· Follow up with 1-2 personal characteristics about yourself, such as 

· Motivated to succeed, Able to work with little or no supervision, Strong work ethic, etc.

EDUCATION:

School Name, Location (city/state)

Dates of Attendance/Grad (new grads only)

· List degree earned and major/minor

· If still attending, list anticipated graduation date

· Mention any academic honors or GPA if it is impressive

CLINICAL EXPERIENCES:

Where located, what areas and things you learned from those opportunities.

WORK EXPERIENCE: (can also list internships or unpaid work)
Employer Name, Location (full street address or just city/state)
Dates of Employment

Job Title
· List summary description of job duties, making sure to list specifically any duties that are directly related to the position being applied for.
· Mention any special projects or accomplishments gained through work experience 
HONORS/ACTIVITIES:
· List all relevant honors and activities and how you contributed.  You may expand more on this list if you resume is running short, or condense this part down if you are getting long. (Typical guidelines for new college graduates, excluding education and graduate candidates, is one page)

LICENSES & CERTIFICATION:
· Only list if they are pertinent to the position you are applying for

REFERENCES: Available Upon Request, or listed on a separate reference page

