Name

Street Address


City, State, Zip Code

                                 (Area Code) Home Phone Number      (Area Code) Work/Cell Phone Number


(If stationed outside the continental U.S. include phone/address where you can be reached during interviewing process)


Email addresses 


(It is wise to have a single email address be the focal point for your job search).

EDUCATION:
BS/BA Major, University, Year, *GPA



MS/MA Emphasis, University, Year, *GPA

City, State






City, State

*List GPA only if it is a 3.0/4.0 scale or higher.

Academy graduates should list their major as an engineering discipline (General, Electrical, Mechanical, Civil, Systems, etc.)

Activities while in college:  Include any community or civic activities as well as the number of hours of part-time work you did in college.  Sports, clubs, anything competitive or service oriented.  Put this information in bullet form.

EXPERIENCE:
Executive Officer, Armor, US Army

Executive Officer

  
                Military Base, State

          Inclusive dates (can be on either margin)

Listing the most recent position first, give date and title of position held.  Then, using 2-5 typed lines, cover information regarding specific responsibilities, supervisory duties-number and type of people supervised, amount and specific type of equipment used and/or responsible for.  Then list significant achievements while in that position.  The achievements must be comparative and competitive in nature.  Have at least two per position.  There should be no time gaps on your resume from the date of graduation from college.  Use strong action verbs to begin each bullet achievement.  Keep the entire resume to less than 2 pages.  Your experience will dictate the length of your resume.  

Achievement Examples:

· Completed major movement project on-time despite a 50% reduction in personnel.

· Awarded Division's "Iron Mike Leadership Award".

· Ranked as the top Lieutenant in the Wardroom.  

· Increased operational readiness rate from 82% to 93%.

· Recognized for having the "Top Gun Platoon,” #1 of 15 units.

· Awarded Commodore’s List with Distinction for top flight grades at Navy Flight School.

Also list all civilian work, including dates worked, positions held, duties involved and company worked for (if applicable).  Give short job description (1 or 2 lines is enough). College co-op experience should be included as well.

Additional Information:  Language skills, computer programs, clubs, athletic hobbies, interests, sports and other pertinent information.

