Name

Address

City, State  Zip Code

(Area code)  Phone number

E-mail Address

OBJECTIVE 

A statement about the position you want, for example:
Accounting Clerk

SUMMARY OF QUALIFICATIONS 

Several brief phrases about your most relevant qualifications, for example:

Detail-oriented, good with numbers.  Experience using QuickBooks and Excel. Excellent customer service skills.

EDUCATION

Start with most recent educational institution first, then go back in time, for example:

Santa Barbara City College, Santa Barbara, CA
8/09 - present

Pursuing Associate in Science degree in Accounting

Expected date of graduation:  5/11

Relevant Coursework:  

Introduction to Accounting 

Financial Accounting

Accounting with QuickBooks

Economics 

WORK EXPERIENCE  

Brief descriptive phrases about what you do in this particular job as it relates to the position you are applying for.  Most recent first, then go back in time, for example:

Cashier, Long’s Drugs, Goleta, CA
1/09 - present

· Provide friendly, efficient customer service

· Sell over $5,000 of merchandise a day

· Voted Employee of the Month, December 2007

Volunteer Tax Preparer, ABC Senior Center, Santa Barbara, CA
2/08 - 4/08

· Helped over 50 older adults fill out federal and state tax forms

· Checked forms for accuracy

· Organized files for the office

Job Title, Employer Name, City, State
beginning date - ending date

Job Title, Employer Name, City, State
beginning date - ending date

