	FULL NAME 

Address 

City, MI Zip Code

Contact:                          Email:

	CAREER GOAL: OR POSITION OR FIELD YOU ARE APPLYING FOR



	SUMMARY OF QUALIFICATIONS



	· Write three or four bullet statements or a short paragraph that summarize why you would be good at your job objective.  

· Each statement should be no longer than two lines. Your statements should highlight your relevant strengths such as experience, skills, community service, and personality traits.

· Prioritize the statements so the most relevant one comes first.



	RELATED SKILLS


	· List any special abilities you have for the job or skills that are transferable to any other position.

· Quantify results of your accomplishments when possible and appropriate; refer how you positively affected the organization, your boss, co-workers or customers.

· Mention on-the-job awards or commendations you received that relate to your job objectives.

· If you use skill to solve a problem, briefly describe the problems and results.

· Prioritize the statements in order of relevance to the position you are applying.


	EDUCATION


	L’Anse Creuse High School, Harrison Township, MI 

September 20XX-Present OR for Seniors Only Write: Expected Graduation, June 20XX
Frederick V. Pankow Center, Clinton Township, MI 

<YOUR CLASS(S) HERE>, September 20XX-Present


	WORK HISTORY 
State your job title-Company Name, City, and State (Year started-year to the year you finished or to Present)

· Write a brief description of duties performed and responsibilities in sentences or bullets.

VOLUNTEER HISTORY 
State your responsibility title-Organization Name, City, and State (Year started-year to the year you finished or-Present)

· Write a brief description of the community service performed and for which organizations in sentences or bullets.

	

	ACCOMPLISHMENTS 


	· Team or club involvement-Name:  who, what, when…
· GPA List only if 3.0 or higher


	FULL NAME 

Address

City, MI Zip Code 

Contact:                     Email:

	REFERENCES



	<Teacher Name, Teacher Title>
L’Anse Creuse High School

38495 L’Anse Creuse Road

Harrison Township, MI 48045

Contact:  (586) 783-6400 Extension:  XXXX
Fax: (586) 783-6408

Email:  xxxxx@lc-ps.org



	<Teacher Name, Teacher Title>
L’Anse Creuse High School North

23700 Twenty One Mile Road

Macomb, MI 48042

Contact (586) 493-5270 Extension:  XXXX
Fax:  (586) 493-5275

Email:  xxxxx@lc-ps.org


	<Teacher Name, Teacher Title>
Frederick V. Pankow Center

24600 F.V. Pankow Boulevard

Clinton Township, MI 48036

Contact:  (586) 783-6570 Extension: XXXX
Fax: (586) 783-6577

Email:  xxxxx@lc-ps.org

Name, Title
Business or Company Name
Address
City, State  Zip Code
Phone Number
Fax Number
Email:


