Name

Street 

City, State  Zip

(xxx) xxx-xxxx

OBJECTIVE


A position as whatever, focusing on this area or that.

SUMMARY OF QUALIFICATIONS


· Number of years experience in work* at all relevant to the objective above.

· Credentials or education or training, relevant to this objective.

· A key accomplishment** that shows you’re a “hot candidate” for this job.

· A strength** or characteristic**, that’s important to you and relevant to this job

· Something else the employer should know—a skill**, trait**, accomplishment**.

*including unpaid work  **reflected in the details below

RELEVENT ACCOMPLISHMENTS


200x – present  Job Title
Company Name, City (and state if needed)

· An accomplishment from this job, illustrating a skill needed in the new job.

· Another accomplishment from this job, illustrating a skill needed in the new job

· A substatement that elaborates on one aspect of the accomplishment above.

· A substatement that elaborates on another aspect of that accomplishment above.

· Another accomplishment from this job, illustrating a skill needed in the new job

· A substatement that elaborates on one aspect of the accomplishment above.

· A substatement that elaborates on another aspect of that accomplishment above.

200x – xx  Job Title
Company Name, City

· An accomplishment from this job, illustrating a skill needed in the new job.

· Another accomplishment from this job, showing a skill needed in the new job.

· Another accomplishment from this job, showing a skill needed in the new job.

· A substatement that elaborates on one aspect of the accomplishment above.

· A substatement that elaborates on another aspect of that accomplishment above.

19xx – xx  Job Title
Company Name, City

· An accomplishment from this job, illustrating a skill needed in the new job.

· A substatement that elaborates on one aspect of the accomplishment above.

· A substatement that elaborates on another aspect of that accomplishment above.

19xx – xx  Job Title
Company Name, City

· An accomplishment from this job, illustrating a skill needed in the new job.
· Another accomplishment from this job, showing a skill needed in the new job.

EDUCATION & TRAINING

Degree or classes

Credentials, if any
Maureen Wells
150 Arrowhead Way
Patterson, CA  91738
(540) 786-2248
OBJECTIVE


A position in Training or Management Development.

SUMMARY OF QUALIFICATIONS


· Seven years experience in training, education, and counseling.

· Strong strategic planning, group facilitation, presentation, and program skills.
· Master’s degree and other graduate study in communications-related subjects.
· Produced effective training materials to meet diverse needs in varied settings.
· Relates well to people from a variety of cultures and socioeconomic conditions.

RELEVENT ACCOMPLISHMENTS


1991 – present  Health Educator
West Patterson Health Center, Patterson, CA
· Authored workbooks designed to teach clients of varying levels of ability, taking into consideration a wide range of cultural backgrounds.
· Identified clients groups involved with tobacco and its health effects:
· Analyzed problems and recommended approaches to different groups.
· Conducted twice-daily tobacco education workshops to groups of up to 30.
· Interviewed clients concerning their knowledge of tobacco and its health effects. 
1987 - 90   Trainer/Team Leader/Account Coordinator
Anderson Corporation, Oakland, CA
· Helped facilitate a conversion to Japanese-style team management:
· Initiated “pilot teams” to smooth communications and help set the tone.  
· Established cross-functional training without interrupting daily operations.  

· Produced training materials for each job of a staff of 25 at the Oakland Division:
· Wrote modules and developed visual aids.
· Conducted hands-on testing of staff, most of whom scored 95 percent or better.

1985 – 87  Anchor/Reporter/Writer/Producer
KCPO News Department, San Jose, CA
· Developed stories that captured viewers’ interest and evoked positive responses.
1984 –85   Assignment Editor
KRUK News Department, Redding, CA
· Coordinated editorial and other demands in assigning stories for reporting.
EDUCATION & TRAINING

Bachelor of Arts, Liberal Arts, San Jose State University, 1976

Master of Arts, Applied Linguistics, San Jose State University, 1978

Graduate studies in Clinical Psychology, Fairmont University


#108 Chronological Resume, Helvetica Format – Ready-To-Go Resumes





Example using #108 Chronological Resume, Helvetica Format – Resume written by Susan Ireland








