
Résumé Template Directions
Step 1 – Organize Your Information   (Cut and Paste the 1st 2 pages below into another word file first)
Put together your complete contact information, including a professional e-mail address. Then gather the contact information for the companies you’ve worked with, any volunteer activities you participated in over the last few years, including names of your supervisors and key references. Make sure to note the dates of each activity. Finally, make sure to store the data on a floppy disc, CD, or USB drive, and always print a hard copy for your files.

Step 2 – Complete Résumé Template 

NAME AND ADDRESS 

The top section of your résumé will become your letterhead for references and other documents, so customize it.  Don’t be afraid to make your résumé look a little different, but keep it professional. 

Again, make sure your e-mail address sounds professional.  If you don’t have an e-mail address, open one now at Google or Yahoo for free.  It’s how employers communicate.

OBJECTIVE 




Stating your career objective on a résumé is optional these days, if not an extinct practice altogether.  These days, it is better to incorporate your objective into the cover letter. If you do put an objective on your résumé, just list the title of the job you are applying for, such as Nursing Assistant, Landscaper, or Retail Sales Consultant.  

SKILLS SUMMARY 




The key to listing your skills is to focus on things you can do for the employer.  Start by listing two to four bulleted statements detailing tangible skills that are relevant to the job, like cooking, driving, cleaning, making pizza, child care, mowing lawns, painting, programming computers, fixing cars, or running a cash register.  
Next, include one or two bulleted statements listing your computer or technology-related skills, like keyboarding, MS Word, Excel, Flash programming, or office copying.   
Next, include one or two bulleted statements listing any certifications you have that are relevant to the job.  Don’t list that you are a certified arborist for nursing assistant jobs.
Finally, have just one bulleted statement listing your soft skills.  DO NOT use fluffy soft skills like friendly, motivated, and honest; these are things you should demonstrate without having to say.  DO accentuate valued transferable skills like customer service, reliability, or being bilingual.  If you are bilingual, list the language(s) you can speak. 
EMPLOYMENT HISTORY 




List the full names of all employers going back no more than 10 years unless there is a good reason to go back further.  Note the city and state they are located in.  With dates of employment, use the numeric month year (6/09) format, even if you just worked there a day.  Work from the most recent job back, and list dates on the RIGHT side if you have had less than 2 years at any one job.  Put dates in the LEFT margin if you have a job longer than 2 years.  For each employer, use 2-4 short bulleted sentences that list your specific duties and responsibilities, as well as any special accomplishments or awards you received.  Remember to list a volunteer or community service activity JUST like a job until you have stronger job references to use in its place.

EDUCATIONAL HISTORY
List the full names of any schools or certification programs you completed, along with the city and state they are located in.  List any clubs or sports you participated in, and any special achievements, like most improved student or awards for good attendance.  If you are currently attending college, list the school, what your academic career major is, and when you expect to graduate.  Only list your GPA if it is or was over 3.0.  
Step 3 – Develop Your References:

You must start by asking for permission from 3 people who you want to use as job references.  Parents and friends WILL NOT do, unless they meet rules one, two and three below.

The Rules for Job References:

1) They must like you and be willing to say or write good things about you.  (some employers forbid this)

2) You must have really worked or volunteered for them in a real organization, not a private party.

3) They must be in a position of authority. (Supervisors, teachers, counselors, coaches, pastors, etc.)
4) They should be objective in their opinion of you. (The more objective, the stronger the reference)
If you don’t have a lot of work references, use teachers, counselors, coaches, or volunteer coordinators from activities you participated in.  If you don’t have any of those yet, and don’t have a job, take time to join a sport, group, or activity and develop some good references now. 

It’s also a good idea to get written letters of recommendation from three people to use as references, so you don’t have to bug people each time you need a reference.

Step 4 - Edit, Edit, and Edit:

Your résumé must be 110% ERROR FREE or it will be put in the circular file (garbage can).  It should take no more than 1-2 hours to finish a first draft, but expect to do at least three drafts before it is perfect.  Start by using your computer’s spell check on your résumé, and then have no less than two trusted editors review it carefully for spelling, punctuation, content, and format.  

When printing your final résumé, stay away from plain white copy paper.  Pale earth tones and lightly-marbled high-quality bond paper will stick out in a pile of thin white résumés. 

If you want us to take a look at your résumé, e-mail it to Steve@GetCareerSolutions.com.
Joe Anderson
(360) 456-4589
J.Anderson@aol.com
SKILLS SUMMARY

· Extensive experience in restaurant, customer service, and event management 

· Responsible for staff development, inventory control, bookkeeping, and payroll

· Extensive experience with catering to the special needs of large group events
· Proficient in MS Excel, Outlook, Word, and various Point of Sale Systems

· Hold current certifications in CPR and WA Food Handling Card

· Reliable, flexible and trainable – able to work well on a team or independently

EXPERIENCE  

The Inn at the Quay - Vancouver, WA
11/06 - Present
Dinner & Bar Manager
· Responsible for growing sales in lounge and dinner service

· Hiring and development of service and bar staff

· Bar purchasing and inventory control

· Implemented local area marketing program

· Maintained consistent ratio of bar costs to total sales

· Bookkeeping, payroll, invoice tracking, and cost analysis

· Daily opening and closing duties
Deschutes Brewery & Pub   -   Seattle, WA
7/04 – 11/06
Bar & Service Manager
· Staff training and development

· Bar inventory, purchasing, and cost control

· Product quality control

· Customer service
· Host local brewery events

· Opening and closing duties

· Profit and Loss reporting

· Bar and service staff schedules

Page 2 of 2
Gustavo’s Restaurant -   Seattle, WA
11/01 – 5 04
General Manager
· Hiring and development of staff

· Opening and closing duties

· Inventory, purchasing, and cost control

· Implemented special menus
· Guest satisfaction and customer service

· Payroll and bookkeeping

· Developed local area marketing and discount programs

· Oversaw daily food production and product quality control

The Hoover Hotel -   Seattle, WA
3/00 – 11/01
Assistant Banquet & Restaurant Manager
· Hiring and development of staff

· Supervised set-up and break-down of hotel events

· Beverage inventory and purchasing

· Guest satisfaction and customer service

· Developed and implemented training programs for new restaurant

· Oversaw daily food production and product quality control

· Demonstrated leadership while going through challenging remodel

EDUCATION

Clark College   -   Vancouver, WA                                 
Dec. 2009
Pursing Degree in Business & Marketing                                                              (Expected)
The Hoover Training Program   -   Vancouver, WA                                 
2001
Certificate in restaurant management
Dale Carnegie Seminar  -   Portland, OR                                 
2000
Certificate for Customer Service Training
High School   -   Battle Ground High, WA                                 
1999

General Diploma Earned

Joe Anderson
(360) 456-4589
J.Anderson@aol.com
Professional References

Paul Bunion
General Manager

The Inn at the Quay

Phone: 360-666-8543

Trisha Brown
General Manager

Deschutes Brewery & Pub   
Phone: 360-987-6523
Adam Smith
Previous employer

Vice President of Operations
The Hoover Hotel
A.Smith@hooverhotel.com


