Resume Example

A resume tells an employer what you can do.  You give someone a resume when you want to get a job.

Maria Doe

123 Main Street

Fairfax, Virginia 22222

(703) 555-5555


Education:

· Praha 5 Gymnasium, 1990-1992
· J.E.B. Stuart Transitional High School 2003- present
Experience:

· Cashier, McDonalds, 1993-1995.  
Took customer orders, handled customer complaints, mopped floors.
· Nanny, McDaniels family, 1995-1998
Took care of three children, ages 1 to 7, prepared lunch and dinner, drove children to school, organized children’s activities.
· Nanny, Smith family, 2001-2004
Takes care of twins babies, prepares meals and feeds children, cleans and organizes house, takes children to activities like music class.
References:

· Jose Mendez, McDonald’s Manager.  703-111-1111.
· Jane McDaniels, employer.  571-555-5555.
· Nancy Smith, employer.  301-555-5555.


Can you answer these questions about the sample resume?

1. Where does Maria Doe live?
2. What is her phone number?
3. Where does she work now?
4. When did she start JEB Stuart Transitional High School?
5. Who was her manager at McDonald’s?
6. What is her job now?
What does she do at her job?

7. Resume Template A

Write in your information (schools and experience can be in your country or in the United States)

Name:

Address:

City and State:

Phone number:

E-mail address:

Education:

· First school name and address: ___________________________________
When did you study there? _______________________________________
· Second school name and address: _________________________________ 
When did you study there? _______________________________________
· Second school name and address: _________________________________ 
When did you study there? _______________________________________
Experience:

· Company and when you worked there: _____________________________
_______________________________________________________________  
What did you do? _______________________________________________
______________________________________________________________
______________________________________________________________
· Company and when you worked there: _____________________________
_______________________________________________________________  
What did you do? _______________________________________________
______________________________________________________________
______________________________________________________________
· Company and when you worked there: _____________________________
_______________________________________________________________  
What did you do? _______________________________________________
______________________________________________________________
______________________________________________________________
References:

· Name________________________________________________________
How do you know this person (boss, friend, etc.)___________________
Phone number ________________________________________________
· Name________________________________________________________
How do you know this person (boss, friend, etc.)___________________
Phone number ________________________________________________
· Name________________________________________________________
How do you know this person (boss, friend, etc.)___________________
Phone number ________________________________________________

Resume Template B
Write in your information (schools and experience can be in your country or in the United States)

Name:

Address:

City and State:

Phone number:

E-mail address:

Education:

· First school name and address: ___________________________________
When did you study there? _______________________________________
· Second school name and address: _________________________________ 
When did you study there? _______________________________________
· Second school name and address: _________________________________ 
When did you study there? _______________________________________
Experience:

· Company and when you worked there: _____________________________
_______________________________________________________________  
What was your job? _____________________________________________
What did you do? _______________________________________________
______________________________________________________________
______________________________________________________________
· Company and when you worked there: _____________________________
_______________________________________________________________  
What was your job? _____________________________________________
What did you do? _______________________________________________
______________________________________________________________
______________________________________________________________
· Company and when you worked there: _____________________________
_______________________________________________________________  
What was your job? _____________________________________________
What did you do? _______________________________________________
______________________________________________________________
______________________________________________________________
References:

· Name________________________________________________________
How do you know this person (boss, friend, etc.)___________________
Phone number ________________________________________________
· Name________________________________________________________
How do you know this person (boss, friend, etc.)___________________
Phone number ________________________________________________
· Name________________________________________________________
How do you know this person (boss, friend, etc.)___________________
Phone number ________________________________________________

