
Firstname  N. lastname
	objective                                      Blue sections are instructions - delete them before you print!

	This is a space for your professional goals – do not write that you want a happy life or a big house or lots of money.
	· the professional field you intend to go into 

· what college, trade school, or training you intend to seek. 

A young person who changes plans is better off than a young person who has no plans: If you haven’t yet decided on your future, consider listing two or three possible fields; consider describing your future with phrases such as, “become trained in a skilled trade” or “Attend a Big 10 University.” 

	Education

	1997–2011 (graduation)
	Mackinac Island Public School, Mackinac Island, MI 

	Here, list all of your academic achievements, any special training you have completed, and special events in which you have participated.  
List most recent first. 
	· Northern Lights League All-Academic honorable mention.  

· Made honor roll during 7 quarters 
· Perfect attendance two years 
· Math Award  2008
· English Award 2007
· 2 Years of Spanish language (available 9th-12th)   
· Travel Club (available 8th-12th)   
· Yearbook (available 8th-12th)
	· Close-Up trip to Washington DC, including 50 hours of community service (available junior year) 

· Participated in Chess Tournament (avail. 8th-12th)   
· Video Yearbook (available 8th-12th)   
· DARE graduate (available 7th grade)

· Youth Advisory Committee

· Lego Robotics (available 5th – 8th grade)
· Spelling Bee (available 4th – 8th grade)
· Performed in two plays
· Won 1st place in Math Fair 2008

	
	Computer Skills 

	
	· Microsoft Word

· Microsoft Publisher

· Microsoft PowerPoint 

· Microsoft Excel 
	· Microsoft Access

· html / web design (list specify software)
· Movie Editors (list specific software) 
· Quicken / QuickBooks / Money 

	Work Experience

	Here, list your work experience with the most recent first.
	1990–1994   Mighty Mac Restaurant, Mackinac Island, MI this is who hired you
Grill Manager this is your position
· List responsibilities here 

· Tell what vital skills you learned on this job.

	Don’t forget all the work experience you have that didn’t draw a paycheck each week:


	Work with relatives 

Volunteer work

· Winterfest 

· School boosters

· Lilac Parade 
· Mark Gallagher Fundraiser 
	Class fundraisers

· pizza sales sub sales

· carnation sales 

· dinner theater

· Christmas tree sales 

	Extracurricular 

	Don’t just list sports you’ve been involved in – give some detail.  Don’t forget other extracurricular activities.  
	Soccer
· Lettered

· Lead scorer 

· Most Valuable Player for two games
Track and Field 
· Hold school record for 800 meter dash
· Placed in several long jump events

Basketball / Volleyball 

· Tournament medal 
	Cheerleader 

Altar Boy / Lilac Queen 

4H fair 

Youth Advisory Committee 

Have traveled to Spain and the US Virgin Islands 
Chess Club 

	ReferenceS 
List three people you’re your employer can contact who will say that 

you are a decent and honest person and a hard worker.  Choose adults that are not related to you.

	 
	Name

Position 

Address (business address preferred)

Telephone and/or email
	Name

Position 

Address (business address preferred)

Telephone and/or email
	Name

Position 

Address (business address preferred)

Telephone and/or email

	Interests and Hobbies

	
	Photography, musical instruments, horseback riding, biking, cross-country skiing, snowshoeing, fishing, hunting, but DO NOT list hanging out with friends, lying around the house, or anything that sounds like loitering, wasting time, etc.  Employers are looking for someone that keeps busy!  


fax (123) 098-7654 • e-mail me@mycompany.com

12345 Main Street • any city, State or Province 12345-6789 • Phone (123) 456-7890
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