	Your Name

Address

City, State  ZIP

Phone

Email:xxxx@gmail.com

	Objective
	Position using my organizational skills as mail room clerk for growing legal firm.



	Qualifications Summary


	Who are you? Why are you the best candidate?

	Experience Highlights


	Skill 1

· how I gained this skill

· how I will use it in this position

Skill 2

· how I gained this skill

· how I will use it in this position

Skill 3

· how I gained this skill

· how I will use it in this position



	Education and Training
	Undergraduate School 

· degrees earned

Graduate School 

· degrees earned

Specialized Training

· certificates earned



	Community Involvement
	Civic Involvement

Professional Organization membership




