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YOUR NAME

Street Address

City

Phone Number

Email (optional) – email address should be professional, not kittycat06@hotmail.com
Experience

Company Name, City, State







Dates 

One line describing the company you work for: A 30 mm revenue company specializing the distribution of modular phone accessories in 12 countries.
Title

· Highlight responsibilities using 4-6 bullet points

· If still at current job, use PRESENT tense, 

· Start bullet points with powerful verbs – Manage, Create, Supervise, Process, Direct, Organize, Prepare, Coordinate, etc
· Be specific – bullet points should be sentences, not choppy phrases
· Relate responsibilities to target position

Company Name, City, State







Dates 
One line describing the company you work for: A 30 mm revenue company specializing the distribution of modular phone accessories in 12 countries.
Title

· Highlight responsibilities using 3-5 bullet points

· Use PAST tense

· Start bullet points with powerful verbs in past tense– Managed, Created, Supervised, Processed, Directed, Organized, Prepared, Coordinated, etc

· Be specific and relate responsibilities to target position

Company Name, City, State







Dates 
One line describing the company you work for: A 30 mm revenue company specializing the distribution of modular phone accessories in 12 countries.
Title

· Highlight responsibilities using 3-5 bullet points

· Use PAST tense

· Be specific

· Relate responsibilities to target position

Education

Name of College or University, City,State  (if you are 3 units short of a degree, be honest, this can and will be verified)
Degree (include GPA if recent graduate) Major:

Skills

List your computer skills here in order of most complex to least complex

Use either Times New Roman or Ariel font.  Font should be between 10-12 point.

Your resume should fit on one page.  
Use 1 inch margins top and bottom, left and right

Your most recent position goes on top.
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