Your Name


	(631) Your Phone Number
	
	Your Street Address

	Email: your email address
	
	Your city, state and zip code


WHAT I HAVE TO OFFER YOUR COMPANY for the position as a position.  

· Skill

· Skill 

· Skill  

EDUCATION:

· Will graduate in June 200? from Commack High School, Commack, NY 11725

· Anticipate attending XYZ college in the fall of 2009.   

21st CENTURY WORKFORCE SKILLS
	Communications Skills 
	

	? Terminology and System Skills
	

	Communications Skills:
	

	Critical Thinking Skills:
	

	Creativity Skills:
	

	Problem Solving Skills


	

	Using Resources:
	

	Time Management Skills
	

	Technical/Computer Skills 
	· Obtained the knowledge of Windows2000, Microsoft Office 2007:  Word, Excel, PowerPoint and Access. 

· Able to use the Internet for researching data. 

· Able to install new software.

· Capable of finding and solving problems related to computer software or hardware.



	Financial Literacy


	

	Team Work and Leadership Skills:
	

	Workplace Experience
	· Start with most recent experience first.   

· Job Title, Name of Corporation, Street, City, State, Zip.  Phone Number.  Duration:  Duties include:  (list three).

· Non paid internships

· Field Trips

· Class guest speakers

· Volunteer work




Writing validation statements:
· Begin with an action verb,
· Identify the project
· Describe the task(s)
· Identify the class or arena
· Specify the outcome.  
Do not to use the pronoun "I" in your statements.
An example for a problem solving skill would be:
"Identified a community problem such as the increased graffiti on buildings.  Gathered information, interviewed town officials, and made a presentation to my Participation in Government class on how to solve the problem."
Note:  You do not have to use all the skill boxes listed above.  Remove the lines around and within the above table before printing.  The resume should be ONE page in length.  References may go on a separate page.
