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Dear Jobseeker,
 
We would like to express our gratitude for downloading our resume template. We believe that this template will help you create an outstanding resume that will catch the attention of potential employers. We understand how challenging it can be to write a resume, and that's why we're committed to providing you with the best resources to make the process easier.
 
We have curated a list of additional resume writing resources for you. Please check out the following links to get started:
 
- Resume Builder: Our easy-to-use resume builder allows you to create a professional-looking resume in minutes, without any design skills required. Add pre-written, job-specific content written by experts to target your resume to the role to which you’re applying.
 
- Resume Templates: Choose from our collection of professionally designed resume templates to make your resume stand out. Our templates are designed with applicant tracking systems in mind. This means that, no matter what role you apply for, the resume filtering software they use will be able to read your resume (and not automatically rejected).
 
- Resume Examples: Browse our collection of resume samples to get inspiration for your own resume. We have examples for many industries and job positions, written by our resume writing experts, to show how professionals in your industry highlight their skills, achievements, and experience.
 
- How to Write a Resume: Our comprehensive guide covers everything you need to know about writing a successful resume, from choosing the right format to highlighting your accomplishments and skills.
 
- Resume Formats: Learn about the different resume formats and choose the one that best suits your career goals and experience.
 
We hope that these resources will be helpful to you in crafting a compelling and effective resume. If you have any questions or concerns, please don't hesitate to reach out to us.
 
Thank you again for downloading our resume template. We wish you all the best in your job search.

Sincerely,
 
The MyPerfectResume Team
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Chloe Davis
City, State 12345 
City, State 12345 H: (555) 555-5555 | C: (555) 555-555 | example@example.com 
APPLICANT INFORMATION
Citizenship status: Find the citizenship status requirements in the job description. Ex: U.S. citizen or national.
General Schedule (GS) score: Add the GS score that classifies your education and experience level.
Veteran status and preference: If you are a veteran, you need to share your preference (0, 5 or 10).
Disability status: Inform if you're a veteran with a disability or a regular citizen with a schedule A appointment.
Clearance: Share your clearance level and inform if it is currently active.


Use this section as your “elevator pitch” - a concise explanation of why you're the right person for the job. Emphasize top skills (including personal traits that tell employers how you approach work), specific expertise, and any notable work experiences that match what the potential job needs. Keep this section to two to three sentences. For even more resume summary writing tips, see our article How to Write the Perfect Summary Section.

WORK HISTORY
Company 
Position // Company City, Company State // June 2018 to Current
Salary: Your yearly wages.
Hours per week: 40
GS: Your general score.
Supervisor: Elliot Smith (555-555-5555)
Yes/No, you may/may not contact the supervisor.
· Work backward, with your current or most recent job first.
· Focus on major responsibilities and work achievements rather than daily tasks.
· Summarize your experience with three to five punchy bullet points for each job listing.
Company 
Position // Company City, Company State // June 2015 to May 2018
Salary: Your yearly wages.
Hours per week: 40
GS: Your general score.
Supervisor: Elliot Smith (555-555-5555)
Yes/No, you may/may not contact the supervisor.
· 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 team of 15 employees” instead of “Was responsible for a team of 15 employees”).
· Give your accomplishments more weight by using numbers and metrics (e.g., Implemented new inventory processes that cut overhead costs by 23%”).
Company 
Position // Company City, Company State // July 2012 to June 2015
Salary: Your yearly wages.
Hours per week: 40
GS: Your general score.
Supervisor: Elliot Smith (555-555-5555)
Yes/No, you may/may not contact the supervisor.
· If you're switching career fields, emphasize “transferable skills” that make sense in the new job (for instance, if you previously worked selling products door-to-door or in a retail environment, highlight your sales accomplishments if you're seeking a real estate agent job).
· 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.
SKILLS
	· Review the job posting and pick out key skills.
· 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.
· 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.


EDUCATION
Degree Obtained - Field of Study 
School Name // City And State Where The School Is Located 
Certification or Additional Training: Field of Study
School Name – City and state where the school is located
CERTIFICATIONS
· You can add this optional section to share any certifications that have helped you grow your knowledge and advance your career.
PROFESSIONAL AFFILIATIONS
· Add this optional section if you're a member of a professional organization. Mention the name of the organization and if you held any leadership position.
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