FirstName LastName
youremail@gmail.com  (  cell 123-555-1234  ( www.linkedin.com/in/grunau
Your General Job Title Here (this is optional, may be too limiting)
The chronological resume is the most commonly used resume format and most HR and hiring managers prefer this format.  Use this first section to provide a brief overview of your experience, much like a very short bio.
Notice that I provided a link at the top to my LinkedIn profile.  You can set up a public link to your LinkedIn profile that is easy to remember for your resume.  Remember, the first page is critical, if you don’t catch interest here, they will never get to page two!  Note that the gridlines in the table below do not print.  
Experience and Expertise (you can change this title)
	· Summarize your expertise here
	· Broad overview & highlights

	· Many will read these bullets first
	· These bullets tell your story

	· Brief and too the point
	· This is your marquee 


Professional Experience
Acme Distributors


Marketing Manager

2005 – present
Briefly describe what the company does here in one line or two. 

· Detail a few points about what you did here, be specific
·  Other accomplishments or specific responsibilities – not job description
· Make a list of your accomplishments & responsibilities for each company

· Use the best from the list you make on your resume
ABC Electronics


Sales Manager


2000 – 2005
Again, one line or two about what this company does, then what you accomplished
· More of your accomplishments, responsibilities are OK, don’t write a job description

· The goal of these bullets is to tell them what you did at this company

· Ask a friend or coworker to review your resume and you list of accomplishments

· You can change the font size to 11 point if you need more room, no smaller
FirstName LastName phone
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XYZ Electronics


Regional Sales Manager

1997 - 2000
Again, one line or two about what this company does, then what you accomplished

· People are interested in what you did, tell your story in your resume.
· Your nearly finish, these bullets are important bec

· Use key words in your bullet points, words that are relevant to your job

· Remember, people scan resumes quickly, these bullets are important

Education
Your College Name, Degree, (any distinctions here) 


Year
Professional Associations & Certifications (optional)
· Only relevant things here, don’t list hobbies unless relevant to the job
· Trade associations are good

· Professional certifications are good if relevant

· If you don’t have anything to put here leave this section out

Notes on using this resume format:  This is a great format for people with many years of experience across different job functions or industries.  The idea is to summarize and highlight that broad experience on page one because frankly they might get lost or bored reading your chronological resume because it would be too long.  

Key points

· Summarize your top accomplishments and areas of experience on page one

· You can change the font size to 11 pt if you run out of room – this is 11 pt font.
· You can also change the paragraph spacing to tighten up the space between bullets and paragraphs, click on Format, then Paragraphs.
· It is best to leave some white space between paragraphs and bullets so it is easy to read and does not look overwhelming. 

· A crowded resume packed with too information tends to get set aside

· Have a friend or colleague review your resume for content and proof reading

· Ask friends and coworkers for input on your accomplishments  
