
NAME 

Address ▪ City/ town ▪ postal code 

Contact info (cell/home) ▪ E-mail 

 

PROFESSIONAL PROFILE NOT OBJECTIVE 

▪ Focus on what YOU can do for the company. Discuss what YOU’RE looking for 

(full/part-time)/ location and key strengths YOU CAN OFFER.  

 

HIGHLIGHT OF QUALIFICATIONS/ SUMMARY OF SKILLS 

▪ Indicate the years of relevant experience (paid or volunteer) in specific area 

▪ Relevant education, training, and awards (if required) 

▪ Broader skill or attribute that is stated in the job posting. DESCRIBE how you exhibited 

this skill: (what did you do to exhibit time management or organization?) 

 

WORK and/or VOLUNTEER EXPERIENCE 

Most recent/ Current Job title (YOUR ROLE)               Year to Present  

Organization          City, Province  

▪ List about 4-5 accomplishment(s) expressed as an ACTION STATEMENT (don’t 

forget your Action Verb that relates to job posting) 

▪ ACTION VERB + WHAT YOU DID AND HOW/WHY + RESULT  

▪ Example: Presented a resume workshop to a group of 10-12 clients seeking assistance 

with writing an effective and professional resume.  

 

EDUCATION/TRAINING 

List the most relevant/ recent education/training OBTAINED      Year to Year 

Organization/ Institution         City, Province 

 

 

References Available upon Request 

 



 


