[bookmark: _GoBack]BENNY MEDINA
 
 
 
   Manchester, NH 03102 ♦ (555) 555-5555 ♦ example@example.com 
 	   PROFESSIONAL SUMMARY   	
In 2-3 sentences, explain why you're the right person for the job. Emphasize top Accounting skills such as Mathematics, or important traits such as organization and tech-savvy. Feature a notable work experience that matches what the potential job needs, such as analyzing financial data, or auditing. For more summary writing tips, see How to Write the Perfect Summary Section.
 	   SKILLS   	
	· Review the job posting and pick out key skills (such as attention to detail).
· Feature skills of your own that match these key skills.
· Your resume format determines how large your skills section is — functional resumes will feature several skill categories, while other formats feature less.
	· Feature skills that are valuable in your profession, such as integrity and transparency, good communication skills, and time management.
· Present a combination of hard skills (skills that you train on) and soft skills (intangible skills).
· For recommendations on top skills and how to use them in your resume, visit our Best Skills page.


 	   WORK HISTORY   	
Position, 06/2018 to Current 
Company – Company City, Company State 
· Work backward, with your current or most recent job first.
· Focus on major responsibilities and work achievements rather than daily tasks.
· Example: “Prepared an annual report from over 5 accounts attributed to one company”
Position, 06/2015 to 05/2018 
Company – Compoany City, Company State 
· Highlight skills and tasks that relate to the job you're applying to.
· Use action verbs that give your achievements more power (e.g., “Managed the general ledger of my employer” instead of “Was responsible for managing the ledger of my employer”).
· Give your accomplishments more weight by using numbers and metrics (e.g., “Migrated more than 500 pages of financial data to a digital platform”).
Position, 07/2012 to 06/2015 
Company – Company City, Company State 
· If you're switching career fields, emphasize “transferable skills” that make sense in the new job (for instance, if you previously worked as a Math teacher, highlight your skills in that field of study).
· Unless you're applying to a job that requires extensive experience, limit your work history to the last ten years of your career.
· For more tips on writing the perfect work history section, visit our page Resume Work History Writing Tips.
 	   EDUCATION   	
Degree Obtained: Field of Study 
School Name - City And State Where The School Is Located 
Certification Or Training: Field of Study 
School Name - City And State Where The School Is Located 
