Michael Leisch

Full Name 

Home Phone Number
Cell Phone Number
Professional Email Address
PROFESSIONAL PROFILE:

This is a short paragraph or two that describes what you have to offer and what you can do for the company. It’s not about what you want. Don’t confuse objectives with a profile of what you can bring to the table. It may sound harsh, but no one really cares about your goals at the beginning of the interview process. The company has a need and wants the best person to fill it. Objectives were important when companies expected to hire someone that would stay for 50 years, and people expected to take a job and retire from the same company. Today, the employer wants to know what you can do for them.
EXPERIENCE:
Dates of most recent job
Name of Company

Your Title

Address of Company

Supervisor: Supervisor’s Name and Title 
· Bullet list of what you did at this job, emphasis should be on major contributions, improvements to the bottom line, procedural improvements, and other achievements, when possible. 

· Keep the list short and stick to major items. Don’t try to include everything you can remember.
· When you're employed, it is permissible to leave out the supervisor’s phone number on the paper resume, even though you may have to complete that information on the online application. Most people don’t feel that it matters anymore though. Very few people will call a supervisor without you knowing and rarely unless a job offer is made.
Dates of job before last
Name of Company

Your Title

Supervisor: Supervisor’s Name, Title, and Phone number
On this line, consultants and temporary workers may want to make a brief statement about the company/job. Something like, Temporary Administrative Assistant for a software company.
· Continue to complete a bullet list of major contributions and/or responsibilities.

· Use active verbs whenever possible.
· There shouldn’t be any unexplained gaps

· Continue in this format and describe your job history up through the past ten years.

EDUCATION:

State the name of your most recent school – List the degree in bold
Include the city and state
Unless you are a teen or a very recent graduate, don’t list high school information
Next, list your professional certifications and registration numbers, if you are licensed or registered.

Last, list on-the-job training seminars and related additional training you’ve completed.
