
OBJECTIVE
2-3 sentences that summarize who you are and what you bring to the organization. Change
your objective for each application to match the job description!

FIRST AND LAST NAME
CITY

EMAIL
PHONE NUMBER

ACCOMPLISHMENTS
AND CERTIFICATES

Available upon request.
REFERENCES

EDUCATION
Level or Grade Completed
Year
School Name, Town, Province Abbreviation

RELEVANT EXPERIENCE 
Experience 1 Title, Organization
Year (or month) to year (or month)

List what you did in the role
Use different action verbs for each one
Be detailed enough for a potential
employer to know your previous
experience
Remember these can be paid or unpaid
positions, so volunteer work counts

Experience 2 Title, Organization
Year (or month) to year (or month)

Experience 3 Title, Organization
Year (or month) to year (or month)

List and briefly describe academic and
community awards
Example 1: making the Dean’s list
Example 2: winning artistic or athletic
competitions 

RELATED SKILLS
 This can include any certificates or
workshops you have attended
Example 1: Babysitter and Home Alone
Training
Example 2: First Aid Certification
Example 3: a list of languages you can
read, write, or speak
Example 4: related hobbies such as video
editing or social media skills

This handout was produced by OSNS for the LINK to Success workshop.
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Use different action verbs for each one
Be detailed enough for a potential
employer to know your previous
experience
Remember these can be paid or unpaid
positions, so volunteer work counts


	FIRST AND LAST NAME
	CITY EMAIL PHONE NUMBER
	OBJECTIVE
	2-3 sentences that summarize who you are and what you bring to the organization. Change your objective for each application to match the job description!

	RELEVANT EXPERIENCE
	EDUCATION
	Experience 1 Title, Organization Year (or month) to year (or month)
	List what you did in the role
	Use different action verbs for each one
	Be detailed enough for a potential employer to know your previous experience
	Remember these can be paid or unpaid positions, so volunteer work counts

	Experience 2 Title, Organization Year (or month) to year (or month)
	List what you did in the role
	Use different action verbs for each one
	Be detailed enough for a potential employer to know your previous experience
	Remember these can be paid or unpaid positions, so volunteer work counts

	Level or Grade Completed Year
	School Name, Town, Province Abbreviation


	RELATED SKILLS
	This can include any certificates or workshops you have attended
	Example 1: Babysitter and Home Alone Training
	Example 2: First Aid Certification
	Example 3: a list of languages you can read, write, or speak
	Example 4: related hobbies such as video editing or social media skills

	ACCOMPLISHMENTS AND CERTIFICATES
	Experience 3 Title, Organization Year (or month) to year (or month)
	List and briefly describe academic and community awards
	Example 1: making the Dean’s list
	Example 2: winning artistic or athletic competitions
	List what you did in the role
	Use different action verbs for each one
	Be detailed enough for a potential employer to know your previous experience
	Remember these can be paid or unpaid positions, so volunteer work counts


	REFERENCES
	Available upon request.



