


MID-LEVEL RESUMES

CONTACT
FIRST NAME:
LAST NAME:
EMAIL:
PHONE:
HOW MANY YEARS HAVE YOU WORKED IN YOUR CURRENT FIELD?

GETTING STARTED
HOW MANY YEARS OF WORK EXPERIENCE DO YOU HAVE?

WHAT KINDS OF POSITIONS ARE YOU LOOKING FOR?

DO YOU ALREADY HAVE A RESUME?

PLEASE UPLOAD YOUR RESUME (SKIP IF YOU DON’T HAVE A RESUME.)

COPY AND PASTE THE JOB DESCRIPTIONS AND REQUIREMENTS FOR ANY OF THE JOBS THAT YOU ARE CURRENTLY APPLYING TO.  THIS IS EXTREMELY IMPORTANT BECAUSE KEYWORDS FROM THE ANNOUNCEMENT CAN BE IMPLEMENTED INTO YOUR RESUME.

PROFESSIONAL SKILLS
IF APPLICABLE, PLEASE INCLUDE:
· FOREIGN LANGUAGE SKILLS WITH THE SKILL LEVEL (NOVICE, INTERMEDIATE, OR ADVANCED) IN READING AND/OR WRITING
· TECHNOLOGY SKILLS
· ARE YOU FLUENT IN ANY FOREIGN LANGUAGE?
· DO YOU HAVE ANY LICENSES THAT ARE SPECIFIC TO YOUR JOB QUALIFICATIONS? IF SO, PLEASE LIST.
· IF YOU HAVE A TRADE, DO YOU OPERATE ANY HEAVY MACHINERY? IF SO, PLEASE LIST.
· IF YOU ARE IN IT, DO YOU HAVE ANY IT CERTIFICATIONS? IF SO, PLEASE LIST.
· HAVE YOU BEEN RECOGNIZED FOR ANYTHING SPECIFIC LIKE GREAT WITH PEOPLE, PUNCTUAL, TEAM PLAYER, ETC.
· PLEASE LIST ANY ADDITIONAL SKILLS THAT YOU FEEL ARE RELATED TO YOUR CAREER FIELD
· LIST 3 TO 5 CAREER ACCOMPLISHMENTS AS THEY RELATE TO THE JOB YOU ARE SEEKING TO OBTAIN (EMPLOYEE OF THE MONTH/YEAR/ETC...)
  	USE THE FOLLOWING TO DESCRIBE YOUR ACHIEVEMENTS:
· C – Context – Describe who you worked with and how many people? (ie: clients, youth, coworkers, teammates)
· C – Challenge – Describe the specific problem or goal?
· A – Action – Discuss the specific actions you took to address the challenge.
· R – Results – Give specific examples of measures/outcomes that had some impact on the organization.

LIST SKILLS RELATED TO YOUR EDUCATION, THOSE ACQUIRED THROUGHOUT YOUR CAREER, AND ANY PERSONAL SKILLS THAT YOU WANT TO HIGHLIGHT, I.E. FOREIGN LANGUAGE SKILLS, INCLUDING THE SKILL LEVEL (NOVICE, INTERMEDIATE, OR ADVANCED) IN READING AND/OR WRITING, TECHNOLOGY SKILLS, ETC.

EDUCATION
THE FOLLOWING MUST BE INCLUDED:
· TYPE OF DEGREE AND MAJOR
· COLLEGE OR UNIVERSITY
· CITY/STATE OF UNIVERSITY
· DATE OF GRADUATION (MONTH/YEAR)
· GPA (OPTIONAL)
· HONORS OR AWARDS, IF ANY (OPTIONAL)
IF YOU DO NOT HAVE A COLLEGE DEGREE, PLEASE INCLUDE:
· HIGH SCHOOL NAME
· TYPE OF DIPLOMA
· CITY/STATE OF HIGH SCHOOL
· DATE OF GRADUATION (MONTH/YEAR)
· GPA (OPTIONAL)
· HONORS OR AWARDS, IF ANY (OPTIONAL)
START WITH YOUR HIGHEST-LEVEL DEGREE AND WORK BACKWARD.

PROFESSIONAL WORK EXPERIENCE
EMPLOYMENT HISTORY: ONLY THE LAST 10 YEARS OR LESS ARE NEEDED AND JOBS RELEVANT TO THE POSITION YOU'RE SEEKING.  FOR EXAMPLE, IF YOU HAVE BEEN ON YOUR JOB FOR 10+ YEARS THEN YOU DO NOT NEED TO INCLUDE PREVIOUS JOBS THAT YOU HAVE HAD.
THE FOLLOWING MUST BE INCLUDED:
· POSITION & TITLE
· NAME OF ORGANIZATION AND LOCATION (CITY/STATE)
· START & END DATE (MM/YYYY)
· BRIEF DESCRIPTION OF DUTIES, AND IDENTIFY YOUR MAJOR ROLES, RESPONSIBILITIES, AND ACCOMPLISHMENTS
LIST YOUR FULL-TIME, PROFESSIONAL WORK HISTORY.  START WITH YOUR MOST CURRENT AND WORK BACKWARD.


I UNDERSTAND THAT WORK CANNOT BEGIN ON MY RESUME UNTIL MY PAYMENT HAS BEEN PROCESSED AND ALL REQUESTED INFORMATION HAS BEEN SUBMITTED.  
I UNDERSTAND THAT ALL SERVICES ARE NON-REFUNDABLE.  
I UNDERSTAND THAT MY INFORMATION WILL REMAIN CONFIDENTIAL.  
I UNDERSTAND THAT USING RESUMES BY NEEN DOES NOT GUARANTEE A JOB OR AN INTERVIEW.
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