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Summary: Answer the following questions in a 1-3 line paragraph.
· What am I good at?
· What is my expertise, main career goal or aspiration?

· What describes me and differentiates me from other candidates who also want this goal? What is my specialty?

The following sections, Education, Work Experience, Volunteer Experience, Skills and Honors, should be organized in order of importance. 
Education: Highest degree first (High School only if applicable)

Blitstein Institute of Hebrew Theological College, Chicago, IL

Bachelor of Arts Degree with a major in Judaic Studies, minor in Health Sciences (Expected June 2013)

Pursuing prerequisites for Dental Hygiene program

Work Experience: Paid positions, most recent first
Company Name, City, State, Years of Employment 
Job Title
· Job Responsibilities: Start with a verb and briefly describe what you did (Imagine the sentence starts with I, then Erase the I and the period.)
Smith Financial Group, Skokie, IL, October 2011-June 2012 
Secretary 
· Efficiently completed a variety of office-related tasks under the direction of the financial planner 

· Maintained excellent customer service during staff member’s maternity leave to ensure that the office continued to run smoothly
Volunteer Experience: same as work experience, post high school 
Skills: Give a detailed list of computer skills languages and other competencies that would benefit the employer and give you an edge. 

· Proficient in the Microsoft Office Suite, including Word, Excel, and PowerPoint

· Demonstrates accuracy and attention to detail in typed correspondence, at a rate of 150 words per minute 

· Professional and friendly manner in interpersonal interactions 
Honors: College Achievements like Dean’s List that would intrigue a potential employer.
