Note: Student files may resemble the example shown below. Variations are also possible.

	Your Name

Your Street Address

Your City, State Zip
	Your Email Address

Your Telephone Number


	OBJECTIVE:
	State your objective here



	SKILLS:
	Computer Skills

Windows XP, Word, Excel, Access, PowerPoint

Office Skills

Bookkeeping, telephone reception, filing

Personal Qualities

Flexible, team player, creative, excellent communication skills



	EDUCATION:
	Degree, graduation date, school, location

List any honors, accomplishments, or extra curricular activities that are relevant.



	EXPERIENCE:
	List job responsibilities, skills acquired, company, and date of employment.



	OTHER:
	You may include a community service section or some other section that details information relevant to the job for which you are applying.




