CAREER |RESUME
SERViCES | TEMPLATE

YOUR NAME

City, PROV | 123-456-7890 | youremail@email.com

Never include personal
information such as
birthday or Social
Insurance Number

SUMMARY OF SKILLS

« List skills and qualifications that match job you are applying to

« Utilize content from your course descriptions

o Example: Strong customer service skills

o Example: Speak three languages including English, Punjabi and French
e Example: Work well in teams and independently

Highlight the skills
you have to do the
job
This section needs to
be tailored for each
job you apply to

EDUCATION

Program Name - School Name, Location In Progress
o Expected Completion: April 2028
e Completing courses in:
o list 3 - 4 courses Mention special
o you are currently 0022 projects you were

o completing

Program Name - School Name, Location
e Completed courses in:

involved in at school
Other things you could
include are class
leader, varsity athlete,

o list 3 - 4 courses clubs etc.
o you have
o successfully completed
EXPERIENCE
Job Title - Business, Location 2024 - Present Never lie on your
« In bullet points, list your responsibilities and accomplishments resume - if you have

never had a job

before, talk to
Career Centre staff
Job Title - Business, Location 2022 - 2024 FBELE O TR R

« In bullet points, list your responsibilities and accomplishments skills gained from

. . work, volunteer,
e Start your statements with an action verb or school
» Focus on transferable skills you gained on the job

VOLUNTEER EXPERIENCE Include any unpaid

Volunteer Position Title - Organization, Location 2023 - Present experience that is
« Format this section the same as your work experience ELERIE 1 SR 2
. . . . of study or to the job
« If you do not have any volunteer experience, do not include this section

o you are applying to
* Volunteer and community involvement are/can be the same If you don’t have any

volunteer, don’t lie

o Start your statements with an action verb
e Focus on transferable skills you gained on the job

CERTIFICATION and say you do
o Certification - Issuer, Town, Prov YEAR
o Certification - Issuer, Town, Prov YEAR
o Certification - Issuer, Town, Prov YEAR

REMEMBER: Your resumé should be unique to you! Make it your own!

ROOM 2H3 careers@Ioyalistcollege.com loyalistcareercentre.ca




DO’S and DON’TS - Resumeé

DO’S and DON’TS - Applying for Jobs

HOW TO RECOGNIZE A SCAM!
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