Sample Resume Worksheet for a Graduate


	(Name)

(Street Address)

(City, State, Zip Code)

(Phone Number)

(email address, if available)

(Choose Left, Right, or Center Aligned, or mixed according to your style preference)

	Objective:
	Seeking  (state position desired )     

                       

	Education:
	(year of graduation):   Diploma,   (sending school name),       (city)    ,     ( state)                 
(year of graduation):  Certificate of Achievement, Middle Bucks Institute of     Technology, Jamison, PA -   (Program Name)    




	Skills:
	(list skills related to the job you are seeking)     (use size 8-9 font bullets)



	Certifications:
	(List and include license numbers, if applicable)



	Work Experience:

(starting month/year) -  (ending month/year)
(starting month/year) -  (ending month/year)

	(Start with the most recent position and list in reverse chronological order.)

     (business name)                  ,            (city)          ,        ( state)

  (job title or duties)

     (business name)                  ,            (city)          ,        ( state)

  (job title or duties)



	Activities/Interests/

Hobbies:

(chose which apply)


	(clubs, sports, community activities, …especially if related to your  Objective)

	References:
	Available upon request


To Finish:  Make the column and row lines disappear using Format→Borders and Shading→Borders→Setting→None.
df

