SAMPLE
Joey Needsajob


Is the address, phone


345 Looking Avenue


number, and e-mail
Graduate, GA 33343


address current?
706.343.3434

joey@needsajob.com                     Is the message on your machine appropriate?
OBJECTIVE: Seeking an entry-level clerical position in a legal office environment. 


Be specific.  What type of job do you want?  
EDUCATION:  Columbus Technical College - Columbus, GA

Business Office Technology Diploma

List specific program and any honors.
Graduated:  November 2006, 3.9 GPA



President’s List; Georgia Occupational Award of Leadership Finalist

EXPERIENCE:  JW Brown and Associates, Columbus, Georgia—Internship

Summer Quarter 2006
List all employment in reverse chronological order.

Assisted in preparing all documents

Answered telephone calls on multi-line telephone

Dixie Clothing Company, Columbus, Georgia—Office Assistant

October 2004 – September 2005

Prepared monthly reports on sales and inventory

Ordered supplies 

ACTIVITIES:  Mention activities that demonstrate job related skills (leadership, organizational, etc.)
HONORS/SKILLS:   

· Working knowledge of Microsoft Office

· Ability to quickly learn new software

· Demonstrated ability of organizational skills

· Type 60 wpm

· Excellent people skills and team player

· Employee of the Month

What skills do you have that will impress the employer in your field?  List awards received on job.

INTERESTS:  This is an optional section.  If all of your work experience is in the same area, listing interests can show that you are well rounded.
REFERENCES:  Should not be listed on your resume.  Include a separate page for references.
