
Chronological  Resume Template                                                                                     Functional  Resume Template



Name                                                                                    Address,  City,  State Zip Phone Email

Objective
You may choose to include an objective,  which is a one-line statement listing the specific position  and organization to which you are applying.

Summary  (or Profile  or Summary of Qualifications)
•    You may choose to include a summary of your most relevant and unique skills, experiences and qualifications as they relate to the position of interest to you (3-5 bullet points).
•    Provide the reader with  a  broad,  big picture understanding of you as  a candidate.
•    A summary is a snapshot,  hooking the reader and prompting her/him to continue reading for further details.

Education  (could  also re-label  and include  relevant trainings,  certifications,  or coursework in this section)
Degree and Program,  Institution  Name,  LocationDates (list in reverse chronological  order)
Degree and Program,  Institution  Name,  Location                                                           Dates

Professional and Volunteer History  (With this  label,  you can include  both paid and unpaid experiences.)
Position,  Organization,  Location                          Dates (list in  reverse chronological  order)
•    Write a  series of bullet points describing your responsibilities and skills developed.
•    Begin with  action verbs and avoid personal  pronouns.
•    Quantify or qualify when appropriate to provide the reader with  a  more in-depth understanding of your experience.
•    Show results because of something  you did or explain why a certain task was
important.
•    Attempt to match the language  in  your descriptions to the responsibilities  and qualifications listed  in the position description.

Name Address,  City,  State Zip Phone
Email

Objective
You may choose to include an objective,  which is a one-line statement listing the specific position and
organization to which you are applying.

Education
(could re-label and include relevant trainings, certifications, or coursework in this section)
Degree and Program,  Institution  Name,  Location                      Dates (list in reverse  chronological  order) Degree and Program, Institution Name, Location                                                                                    Dates Degree and Program,  Institution  Name,  Location                                                                                    Dates

Relevant Skills (or Areas of Expertise)
Skill One (List the 3-5 skills you have that most closely align with the skills needed for the position  of
interest to you.)
•    Write a series of bullet points describing where and how you developed this skill.
•    Begin with action verbs and avoid personal pronouns.
•    Quantify and qualify when appropriate to provide the reader with a  more in-depth understanding  of your experience.
•    Show results of something you did or explain why a certain task was important.
•    Attempt to match the language  in your descriptions to the responsibilities and qualifications listed in the position  description.

Skill Two
•    Use rules above for guidance
•    Use rules above for guidance
•    Use rules above for guidance

Skill Three
•    Use rules above for guidance
•    Use rules above for guidance
•    Use rules above for guidance

Position,  Organization,  Location
•    Use rules above for guidance
•    Use rules above for guidance
•    Use rules above for guidance


Dates



Position, Organization, Location Position, Organization, Location Position,  Organization,  Location


Work History



Dates (list in reverse  chronological  order) Dates Dates

Position,  Organization,  Location
•    Use rules above for guidance
•    Use rules above for guidance
•    Use rules above for guidance

Awards  and Honors  (optional)


Dates                                                                                                  Volunteer History
(optional, could combine with Work History and re-label section)
Position,  Organization,  Location                                               Dates (list in reverse  chronological  order)
Position,  Organization,  Location                                                                                                        Dates
Position,  Organization,  Location                                                                                                        Dates

Awards and Honors (optional)
Chronological  Resume Sample
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PICKME  PALEESE                                         234 Anywhere Dr, Boulder, CO 80301
555-555-5555 - pickmepaleese@gmail.com


OBJECTIVE
To obtain an internship at the Mental Health Center of Boulder & Broomfield Counties

SUMMARY OF QUALIFICATIONS
•    Masters-level training  in counseling  psychology with over 3 years experience in mental  health, crisis intervention, and counseling with both individuals and groups
•    Educational and professional focus on interacting with people, assessing needs, developing  and implementing amenable solutions all while providing comprehensive documentation
•    Notable ability to resolve  difficulties, while being flexible and open and working either independently or as part of a team
•    Offer client-centered approach to therapy while recognizing  the needs of both the client and organization
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)EDUCATION, TRAININGS, & CERTIFICATIONS


•    Ensured protection of the facility and home during 12-hour  night shifts, including- but not limited to-  light maintenance, adherence to fire safety, and security
•    Collaborated with co-workers and supervisors to address the priorities and expectations of internal and external stakeholders (i.e., residents, family members, staff, MHCBBC, partnering agencies and the community), so all have their needs met in a cost effective way

Counseling Practicum Student                                                    2008
Mental Health Center ofBoulder Broomfield Counties                       Boulder, CO
•    Established new practicum site at a residential home for the severely  mentally ill; program has expanded  and now includes  multiple practicum sites
•    Recognized for contributions in practicum and hired as Overnight Residential
Counselor
•    Honed empathic listening skills and provided  emotional support and companionship during milieu participation with multicultural, mentally and physically disabled  residents

Crisis Intervention Support Specialist                                            2006 -  2007
Functional  Resume Sample
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Communication


Pickme Paleese, page 2

OBJECTIVE
Seeking an internship at the Mental Health Center of Boulder & Broomfield Counties

EDUCATION, TRAININGS, & CERTIFICATIONS
Seeking MA in Transpersonal Counseling Psychology                   2008 - Present
Naropa University                                                                             Boulder, CO
BA in Sociology                                                                                   Graduated 2007
Luther College                                                                                   Decorah, IA
Seeking Group Therapy Certification                                                    Expected Spring 2010
Boulder Psychotherapy Institute                                                     Boulder, CO
Seeking Certified Addictions Counselor I  Certification (CACI)      Expected Spring 2010
Naropa University                                                                             Boulder, CO
Motivational Interviewing                                                                       2009
Naropa University                                                                             Boulder, CO
Rape Crisis Counseling Certified                                                            2006
Opportunitiesfor Winneshiek                                                          Decorah, IA

AREAS OF EXPERTISE

•    Used empathic listening skills and provided  emotional support and companionship first as practicum student and now as overnight staff during milieu participation with residents of homes for the several  mentally  ill
•    Enhanced interpersonal skills by working with multicultural, mentally and physically disabled  clients
•    Developed effective and professional telephone and face-to-face contact as well as written and verbal  skills through  various  professional roles as counselor, technician, and office manager
•    Created a self-esteem and confidence building exercise and facilitated group sessions  of 10-15 people  to work with exercise as a Crisis Intervention Support Specialist

Collaboration and Teamwork
•    Provided  excellent training  and supervisory support to over 15 employees  at
Verizon Communications
•    Worked collaboratively and on various teams as a professional and volunteer, while also understanding the importance of working independently
•    Utilized colleagues and other resources to develop strong problem-solving skills
Crisis Intervention and Support
•    Operated domestic violence and suicide prevention hotlines as a Crisis Intervention
Support Specialist; hotline received  as many as 100 calls per week
•    Determined level of crisis by doing thorough  interviews;  if no immediate intervention by police was necessary, discussed  safety issues and gave appropriate resources to call
•    Assessed  situation if refuge was requested by caller to determine if it was appropriate to have her/him come into the shelter; coordinated a meeting point and picked up victim
•    Provided  emotional support to clients, who were suffering from domestic violence abuse and the resulting  homelessness, various mental and physical disabilities, and drug use
•    Maintained accurate documentation of all interactions on the phone and case notes with in-house  residents; assisted in intake process
•    Honed ability to work in high pressure, fast-paced environments
•    Provided  crisis intervention by handling  emergencies and ensuring the mental and physical safety of residents via consumer  request, observations during milieu, and medications monitoring as an Overnight Residential  Counselor at the Mental Health Center of Boulder & Broomfield Counties
•    As a phone technician, quickly determined level of severity  of telephone company equipment/main-frame computer/fiber-optic failures and resolved  issues in a timely manner, either through  unassisted repair  or with the coordination and oversight of assembled emergency  teams  throughout the region


PROFESSIONAL EXPERIENCE Overnight Residential Counselor
Mental Health Center ofBoulder & Broomfield Counties
Counseling Practicum Student
Mental Health Center ofBoulder & Broomfield Counties
Crisis Intervention Support Specialist
Opportunitiesfor Winneshiek
Central Office Technician
Verizon Communications
Office Manager
Smith CPA Office

VOLUNTEER EXPERIENCE Volunteer
9 News Mental Health Screenings
Volunteer
Job Corps
Volunteer
Special Olympics


References  available  upon request



2009 - Present
Boulder, CO
2008-  2009
Boulder, CO
2006-  2007
Decorah, IA
1997 - 2003
Davenport, IA
1999-  2003
Davenport, IA


2008 -  Present
Boulder, CO
2005 - 2006
Decorah, IA
1997 - 2003
Grimes, LA
Cover Letter Template                                                                                                   Cover Letter Sample



Name Address, City,  State Zip Telephone
Email

JANE DOE                                                  234 Anywhere  Dr, Boulder, CO 80301
555-555-5555  - janedoe@hotmail.com

May 31,  2010

Date


Ms. Jane Smith
Manager of Human Resources
500 Coast Drive
San Diego, CA 99006

Dear Ms.  Smith:

Immediately come to the point. Reveal your purpose and interest (why you are writing).  Identify the position (title of position) you are applying for and your source of information (how you found out about the opening).  You may write about what attracted you to the organization by searching its website,  mission statement, values,  etc.

Outline your goals or learning objectives and describe your interest in the organization. Tell them "what sets you apart".  Outline your strongest
qualifications that match the position requirements. As much as possible,  provide evidence of your related experiences and accomplishments.  Convince the employer that you have the qualities and motivation to perform well  in the
position.    (This may take one to three paragraphs).  These paragraphs, however, should not be verbatim of your resume.

Invite the reader to speak with you further about your qualifications.   Indicate
your phone number and the hours when you can be reached.  Show appreciation
to the reader for their time and consideration.

Sincerely,

Signature

Your full name (typed) Enclosure


Mr. Jerry Vega,  HR Director
1696 Eldora Circle
Boulder, Colorado  80021

Dear Mr. Vega:

I was immediately attracted to your need for a Case Manager, which I  found through  the Colorado Nonprofit Association website.  Based on the job description, your position is extremely similar to the roles I  have held over the past three years.  I  have extensive experience  in non-profit case management, including  data management input, one-on-one and family coaching and counseling, and monthly home visits.  Case management,
especially with TANF recipients, has been my expertise, my passion, and the area in which I
have been most successful.

Your position sounds challenging, solution-based and teamwork-driven, and I  thrive  in that type of environment. I  have gained a wealth of professional satisfaction in my career when
I  have assisted individuals  and families successfully  and safely transition from federal assistance to self-subsistence.  During the last three years, I  have placed eighty percent (80%) of my caseload  clients into meaningful  full-time jobs, within four months of being in our program.  The national average  is sixty percent (60%) within six months.

I  moved to Colorado in October of 2004 from Texas, after spending  six months taking care of some serious  family health matters.  Those medical challenges were  resolved  before I moved here to continue my career.

I would be extremely  interested in sharing with you ways in which I  can assist  the Compassion Umbrella of Boulder County team in meeting or exceeding its business mission.  The potential to work with an organization that won the 2007,  2008, and 2009
Compassion Award is both professionally and personally enticing.

I welcome the opportunity for us to discuss how we can be of mutual benefit to one another.  Please feel free to contact me at 555-555-5555 or at janedoe@hotmail.com. Thank you for your time and consideration.

Sincerely,


Jane Doe
Enclosure
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