YOUR NAME
E-mail:
Tel:

Nationality:



AVAILABILITY: 
Start date  –  Finish date 



GOAL: 
What position you are aiming for with this resume and why. 

STRENGTHS: 
What useful characteristics can you bring to a company? (Accurate, team player, etc.)
EDUCATION

Year - present 
College

· Major field of study

· Expected Graduation Year

· Special honours, accomplishments, etc.

Year – Year 
High school

· Courses

· Exam results

· Special honours, accomplishments, etc.

PROFESSIONAL DEVELOPMENT AND AFFILIATIONS

· Courses, conferences attended, etc.

· Academic fraternity, etc.

COMPUTER SKILLS & COURSES


Software programmes you can use, internet capability, etc

WORK EXPERIENCE
Mth/year– present 
Company 


Job title


Sentence giving a broad outline about what your job was.

· Specific duties

· Specific duties

Mth/year – Mth/year 
Company


Job title


Sentence giving a broad outline about what your job was.

· Specific duties

· Specific duties

Mth/year – Mth/year 
Company


Job title


Sentence giving a broad outline about what your job was.

· Specific duties

· Specific duties

SCHOLARSHIPS AND AWARDS

· x

· x

INTERESTS AND HOBBIES

· 3 – 5 hobbies and interests

· x
· x

· To use this layout, just replace the text with your information. 
· Delete the headings which are not relevant to you (e.g. If you are a student you probably will not have had any Full Time Employment or Professional Affiliations so just delete those).
· Always list the most recent dates/events first. 
· Don’t worry if your resume runs to 2 pages. 
· Remember to delete this paragraph!
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