SAMPLE

JOHN JONES

123 Your Street

Hometown, State 12345

(111) 123-4567

Objective:
Seeking an entry-level position with a company offering on-the-job training with opportunities for advancement in business management. (Listing an objective is optional depending on whether you are submitting your resume to a prospective employer or a scholarship committee.)

Education:
Hometown High, Hometown, State.


High School Diploma, June 2003

Achievements:
Maintained 3.7 Grade Point Average


Graduated 3rd in class.

Activities:
Member, Honors Club – 2 years


Editor, “Hometown High News” – 1 year


Member, Future Farmers of America – 4 years


Band – 4 years


Basketball – Lettered 3 years

Experience:
Summers 2000-2002, part and full time.


Eat Here Now Restaurant


Hometown, State


Assistant Manager

Community
Route 66 Days, volunteer

        Service:

Canned food drive, volunteer




Salvation Army Bell Ringer




Neighborhood Clean-up Project




5K Run (fund raiser)

Personal:

Birthdate: Month 00, 1980

(Optional)

List hobbies, interests, special trips, etc.

References:

Joe Smith, Guidance Department, Hometown High




1111 Local Street, Hometown, State, Zip




Mary Black, English Department, Hometown High




1111 Local Street, Hometown, State, Zip




Reverend Brown, Name of Church




2222 Church Avenue




Hometown, State, Zip

This is an example of a resume that an individual with little experience might use.


