
	Your Current Address (include city, state and zip.)

Your phone # & email


Your Name

	Objective
	Write what position you would like to obtain and a short statement as to why.  This should only be one sentence and starts with “To obtain…”

	Experience
	Years of job
Company you work for…
City & State

Job #1 (The most current job…)

· (Start every bullet with an Action Word) Write one responsibility that you complete during this job starting with a verb.

· Write a second responsibility starting with a verb.

· A third job responsibility goes here… (a verb is an action)

	
	2004-present
Etna Ag Department
Etna, CA

Job # 2 (if you have none, you can use Ag Mechanics)

· One skill used during our class start with a verb.

· Make sure these skills start with verbs… things you do!!

· Write a third responsibility or action during our course.

	Education
	2001-2005
Etna High School
Etna, CA

· Diploma received… write the month, day, and year.

· Focus in Agriculture Education (or another area)

	Activities & Awards
	· List any activities or clubs that you participate in… or awards that you’ve received during high school.  (Be sure to include the year.)

	Skills
	List skills that you have that would be helpful to the job for which you are applying.  Put a comma between each one.  They need to be one word skills or qualities.

	References
	Available upon request.  (Type this exactly as it shows!!)


**
To use this format, go to File, New.  Click on Other Documents, and then choose the Professional Resume.  You will have to change the headings so that they match and add one for the references.  Make sure to use 12 pt font!

