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Wha t is a  func tio na l re sum e ?  
A func tio na l re sum e  fo c use s o n  yo ur skills a nd  e xp e rie nc e , ra the r tha n  o n  
yo ur c hro no lo g ic a l wo rk h isto ry.  
It is use d  m o st b y: 
 Pe o p le  who  a re  c ha ng ing  c a re e rs 
 Pe o p le  who  ha ve  g a p s in  the ir e m p lo ym e nt h isto ry o r fre q ue nt jo b  

c ha ng e s 
 Pe o p le  who  ha ve  ha d  little  o r no  wo rk e xp e rie nc e  

 
 
Ha rd  Skills vs. so ft skills 
Func tio na l re sum e s hig hlig ht yo ur ha rd  skills a nd  yo ur so ft skills.   
 
“Ha rd  skills” a re  te c hnic a l o r a d m inistra tive  p ro c e d ure s re la te d  to  a n  
o rg a niza tio n’s c o re  b usine ss. The y a re  skills tha t a re  e a sy to  o b se rve , 
q ua ntify a nd  m e a sure . So m e  e xa m p le s o f ha rd  skills: 
 
 Ma c hine  o p e ra tio n  (i.e . C NC  Ma c hine  o p e ra tio n) 
 C o m p ute r p ro to c o ls (i.e . MS O ffic e  Suite ) 
 Sa fe ty sta nd a rd s (i.e . ISO  2000, 5S)  
 Fina nc ia l p ro c e d ure s (i.e . Bo o kke e p ing , Ac c o unting ) 
 Sa le s a d m inistra tio n 

 
 
So ft skills re fe r to  the  c luste r o f p e rso na lity tra its, so c ia l g ra c e s, fa c ility with  
la ng ua g e , p e rso na l ha b its, frie nd line ss a nd  o p tim ism  tha t m a rk p e o p le  to  
va rying  d e g re e s. So m e  e xa m p le s o f so ft skills: 
 
 Pe rso na l Q ua litie s – re sp o nsib ility, so c ia b ility, se lf-m a na g e m e nt, 

ho ne sty, wo rk e th ic  
 In te rp e rso na l – te a m wo rk, te a c hing , c usto m e r se rvic e , le a d e rsh ip , 

wo rking  with  c u ltura l d ive rsity 
 
 
 

Tip : Ha ving  tro ub le  id e ntifying  yo ur skills?  Ask so m e o ne  who  
kno ws yo u  we ll (i.e . a  g o o d  frie nd , yo ur sp o use , a  c o -wo rke r) 
to  he lp  yo u  c re a te  a  list.  Yo ur e m p lo ym e nt c o unse llo r c a n  
a lso  g ive  yo u  a  ha nd . 
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RReelleevvaanntt  EExxppeerriieennccee  
 
Whe n  c o m p iling  yo ur re le va n t e xp e rie nc e  
se c tio n , yo u  sho uld  inc lud e  b o th  “ha rd  skills” 
a nd  “so ft skills.”  
 
Exa m p le  1:  
Re ta il 

• 3 ye a rs e xp e rie nc e  in  a  re ta il 
e nviro nm e nt 

• Use d  d ip lo m a c y a nd  a sse rtive ne ss to  
re so lve  a  wid e  ra ng e  o f c usto m e r 
q ue stio ns a nd  c o nc e rns 

• C o nsiste n tly p ro vid e d  unp a ra lle le d  c usto m e r se rvic e  b y p e rse ve ring  to  m e e t 
o r e xc e e d  c usto m e r e xp e c ta tio ns 

• O p e ra te d  c a sh  re g iste r a nd  p e rfo rm e d  e le c tro n ic  tra nsa c tio ns inc lud ing  
d e b it tra nsa c tio ns a nd  c re d it c a rd  p a ym e nts 

 
Exa m p le  2: 
We ld ing  

• Re a d  a nd  in te rp re te d  ske tc he s a nd  we ld ing  p ro c e ss sp e c ific a tio ns 
• O p e ra te d  m a nua l a nd  se m i-a u to m a tic  we ld ing  e q uip m e nt to  fuse  m e ta l 

se g m e nts using  MIG , TIG , a nd  Arc  we ld ing  
• O p e ra te d  m e ta l sha p ing  m a c hine s suc h  a s b ra ke s, she a rs a nd  o the r 

stra ig h te n ing  a nd  b e nd ing  m a c hine s 
• O p e ra te d  g a s a nd  Arc  we ld ing  m a c hine s to  fa b ric a te  a nd  re p a ir m e ta l p a rts 
• Wo rke d  with  a  wid e  va rie ty o f m e ta ls inc lud ing  ste e l, a lum inium , sta in le ss ste e l 

a nd  b ra ss 
 
 
Exa m p le  3:  
In te rp e rsona l 

• Re p uta tio n  fo r d e ve lo p ing  a nd  m a inta ining  p o sitive  ra p p o rt with  c o -wo rke rs, 
sup e rviso rs a nd  c usto m e rs 

• Pa tie n t a nd  c o m p e te nt a t d e a ling  with  se nsitive  p e o p le  a nd  d e lic a te  
situa tio ns 

• Ab le  to  re la te  c o m fo rta b ly a nd  e ffe c tive ly to  p e o p le  a t a ll le ve ls a nd  fro m  
d ive rse  b a c kg ro und s 

 
Exa m p le  4: 
Org a niza tiona l 

• Effe c tive ly m a na g e s a nd  p rio ritize s ta sks in  a  fa st-p a c e d  e nviro nm e nt with  
c ritic a l d e a d line s, m e e ting  a nd  e xc e e d ing  c o m p a ny o b je c tive s 

• Use s e xc e lle n t tim e -m a na g e m e nt a nd  m ulti-ta sking  skills in  c o o rd ina ting  the  
c o m p le tio n  o f c o m p le x ta sks 

Tip :  
Trying  to  re m e m b e r a ll the  g re a t 
skills yo u    m a ste re d  a t yo ur la st 
jo b ?  G o o g le  “NO C  C o d e s” a nd  
se a rc h  the  title  o f yo ur p o sitio n  
(i.e . c a sh ie r) It will p ro vid e  yo u  
with  a  list o f a ll ta sks tha t 
so m e o ne  in  tha t p o sitio ns d o e s. 
This will no t o n ly he lp  jo g  yo ur 
m e m o ry b ut c a n  he lp  yo u  with  
wo rd ing ! 
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SSaammppllee  HHeeaaddiinnggss  ffoorr  YYoouurr  FFuunnccttiioonnaall  RReessuummee:: 
 
 

Sa m p le  Ha rd  Skills Sa m p le  So ft Skills 
Se c urity C o m m unic a tio n 
Se rving  C re a tivity 
Ship p ing  & Re c e iving  C usto m e r a nd  Em p lo ye e  Re la tio ns 
So ftwa re  De sig n 
Wo rkp la c e  He a lth  & Sa fe ty Fle xib ility 
Ac c o unting  /  Bo o kke e p ing  In fo rm a tio n  Ma na g e m e nt 
Pre p -C o o k In te rp e rso na l 
Ad m inistra tive  In te rvie wing  
Asse m b ly Le a d e rship  
Pre se n ta tio ns Multi-ta sking  
Bud g e ting  Ne g o tia tio n 
Busine ss De ve lo p m e nt Ne two rking  
C a lib ra tio n  & Instrum e nta tio n Num e ra c y 
C linic a l Skills (He a lth  C a re ) O rg a n iza tio na l 
C o m p ute r Pa tie n t C a re  
C o nstruc tio n Pe rfo rm a nc e  Re c o g nitio n 
C o o king  Pe rso na l d e ve lo p m e nt 
Q ua lity Assura nc e  & Insp e c tio n Pro b le m -So lving  /  Tro ub le sho o ting  
C usto m e r Se rvic e  /  Re ta il Pub lic  Re la tio ns /  Pro m o tio na l 
G e ne ra l O ffic e  /  C le ric a l Sa le s a nd  Ma rke ting  
Ha rd wa re  Sp e c ia l Eve n ts Pla nn ing  
Pro d uc tio n  Sc he d uling  Sp e c ia l Pro je c ts Pla nn ing  
He a lth  a nd  Sa fe ty Sup e rvisio n 
In te rne t /  We b  Te a m wo rk 
Inve n to ry C o ntro l Tim e  Ma na g e m e nt 
La nd sc a p ing  Tra in ing  
Lo g istic s Ma na g e m e nt  
Ma te ria ls Ma na g e m e nt  
Me d ia -Re la tio ns  
O p e ra tio ns Ma na g e m e nt  
Pe rso nne l Ma na g e m e nt  
 
 

Tip : C re a te  a  “m a ste r” re sum e  d o c um e nt – a  d o c um e nt tha t ha s a ll yo ur skill se ts 
liste d . This he lp s whe n  yo u  a re  a p p lying  fo r a  jo b  tha t re q uire s sp e c ific  skills – just 
c ut a nd  p a ste  the  se c tio ns into  yo ur re sum e  a nd  yo u  ha ve  a  c usto m ize d  re sum e  
re a d y to  g o ! 
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EEmmppllooyymmeenntt  HHiissttoorryy  
 
Da te  Fo rm a ts 
Whe n…. Use … (e xa m p le ) 
Yo u’ve  wo rke d  a t a  c o m p a ny fo r se ve ra l ye a rs 2003-2007 
Yo u’ve  wo rke d  a t a  c o m p a ny fo r se ve ra l m o nths in  o ne  
ye a r (i.e . June  2007 – Se p te m b e r 2007) 

2007 

Yo u’ve  wo rke d  a t a  c o m p a ny fo r se ve ra l m o nths o ve r two  
ye a rs (i.e . Se p te m b e r 2007- Ja nua ry 2008) 

2007-2008 

Yo u’ve  wo rke d  a t a  c o m p a ny fo r se ve ra l ye a rs a nd  a re  still 
wo rking  the re  

2005 – Pre se n t 

Yo u’ve  sta rte d  yo ur c urre n t jo b  th is ye a r Pre se n t 
 
No te : Ne ve r use  m o nths o n  yo ur re sum e  
 
He re  a re  so m e  e xa m p le s o f ho w to  fo rm a t yo ur p rio r e m p lo ym e nt p o sitio ns in  a  
c o m b ina tio n  o r func tio na l re sum e . 
 
Custo m e r Se rvic e  Re p re se nta tive  2005-Pre se n t 
ABC  C o rp o ra tio n  Ltd ., Bro c kville , O N 
 
 
La nd sc a p ing  La b o ure r 2003-2007 
ABC  La nd sc a p ing  C o m p a ny Bro c kville , O N 
 
 
Assista nt Ma na g e r 123 Fa sh io ns (Bro c kville , O N) 2002 
 

  
VVoolluunntteeeerr  WWoorrkk  
 
Use  the  sa m e  fo rm a t fo r vo lun te e r wo rk a s yo u  d id  fo r p a id  wo rk e xp e rie nc e .  
Hint: If yo u  he lp e d  a t a n e ve nt (i.e . a  C ha rity Ho c ke y G a m e ) a nd  yo u  c a n’t th ink o f 
a  p ro p e r title  fo r wha t yo u  d id , try “Eve nts Assista n t.” 
 
Ca nva sse r 2005-Pre se n t 
C a na d ia n  Aid  fo r C he rno b yl, Bro c kville , O N 
 
Eve nts Assista nt 2003-2007 
Rive rfe st C hild re n’s Te n t Bro c kville , O N 
 
Assista nt Coa c h               123 Junio r Ho c ke y Te a m  (Bro c kville , O N) 2002 
 
 
 

EEdduuccaattiioonn  aanndd  TTrraaiinniinngg  

Tip : Do n’t und e rva lue  e xp e rie nc e  fro m  vo lunte e r wo rk! It te lls a  
p o te n tia l e m p lo ye r a  lo t a b o ut yo ur c ha ra c te r a nd  wo rk e thic . 
Think c a re fully a b o ut inc lud ing  a ny vo lun te e r wo rk fo r re lig io us 
o r p o litic a l g ro up s -- e m p lo ye rs m a y no t a g re e  with  yo ur vie ws. 
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He re  a re  so m e  h in ts a s to  wha t to  inc lud e  in  th is se c tio n : 
 

♦ Fo rm a l e d uc a tio n , inc lud ing  h ig h  sc ho o l, 
c o lle g e , unive rsity, tra d e  sc ho o l (h in t: d o n’t 
inc lud e  p ub lic  sc ho o l) 

♦ Any tra d e s c e rtific a tio ns, e xa m p le : 
C a na d ia n  We ld ing  Bure a u  Re d  Se a l 

♦ Any ind ivid ua l c o urse s tha t yo u  to o k fo r 
p e rso na l o r p ro fe ssio na l d e ve lo p m e nt – i.e . 
MS Wo rd  2007, Intro d uc to ry Sig n  La ng ua g e , 
Wo o d wo rking  101 

♦ Any sa fe ty tra ining  yo u  ha ve  re c e ive d  – i.e . WHMIS, Fa ll Pro te c tio ns, C o nfine d  
Sp a c e s tra in ing , Tra nsp o rta tio n  o f Da ng e ro us G o o d s 

♦ Any sp e c ia l lic e nc e s yo u  p o sse ss – i.e . fo rklift lic e nc e , AZ lic e nc e  
 
 
Sa m p le s: 
 
W.H.M.I.S. Ce rtific a te  2008 
Em p lo ym e nt & Ed uc a tio n  C e ntre , Bro c kville , O N 
 
 
Onta rio  Se c o nd a ry Sc ho o l Dip lo m a  2007 
Tho usa nd  Isla nd s Se c o nd a ry Sc ho o l Bro c kville , O N 
 
 
Co nve rsa tio na l Fre nc h 1              St. La wre nc e  C o lle g e  (Bro c kville , O N) 2002 
 
 

FFoorrmmaattttiinngg  aanndd  SSttyyllee  
 
O nc e  yo u  ha ve  a ll yo ur info rm a tio n  in  p la y a ro und  with  the  fo rm a t. Try to  a vo id  using  
a  re sum e  te m p la te  whe ne ve r p o ssib le : An  e m p lo ye r m a y re c e ive  100 re sum e s fo r a  
p o sitio n  a nd  if 95 a re  d o ne  using  a  Wo rd  te m p la te , g ue ss who se  re sum e  will sta nd  
o u t?  This is e sp e c ia lly im p o rta n t whe n  a p p lying  fo r c le ric a l /  a d m in istra tive  p o sitio ns – 
yo ur re sum e  is yo ur o p p o rtunity to  sho w o ff yo ur wo rd  p ro c e ssing  skills. Use  d iffe re n t 
fo n ts, a d d  b o rd e rs, p la y with  the  ta b s, use  c re a tive  b o rd e rs. This is a lso  a  g o o d  
stra te g y whe n  a p p lying  fo r “c re a tive ” p o sitio ns like  m a rke ting  o r a rtsy jo b s – sho w o ff 
yo ur c re a tive  sid e ! Just b e  sure  tha t it’s still ta ste ful a nd  p ro fe ssio na l. 
 
Fo r insp ira tio n  c he c k o ut the  Re so urc e  C e ntre  a t the  Em p lo ym e nt a nd  Ed uc a tio n  
C e ntre . The re  a re  m a ny b o o ks fille d  with  sa m p le s o f g re a t lo o king  re sum e s a nd  c o ve r 
le tte rs.  Yo ur e m p lo ym e nt c o unse llo r c a n  o ffe r yo u  lo ts o f fe e d b a c k a nd  sug g e stio ns 
to  e nsure  tha t yo ur re sum e  d o e s wha t it’s sup p o se d  to  – se ll yo u! 

RReessuummee  SSttyyllee  
 
It’s up  to  yo u , b u t he re  a re  so m e  g uid e line s: 

Tip : Whe n  yo u  ha ve  
c o m p le te d  a  
d ip lo m a / d e g re e  o ve r 
se ve ra l ye a rs, in  the  d a te  
se c tio n  o n ly list the  
g ra d ua ting  ye a r. 
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 Yo ur ré sum é  sho uld  b e  o n  e ithe r sta nd a rd  p la in  white , o ff-white  o r ve ry lig h t 
g re y 8 ½ x 11” p a p e r 

 NEVER write  yo ur re sum e  b y ha nd  
 Use  the  sa m e  fo nt style  a nd  size  a s yo ur c o ve r le tte r.  
 Sing le -sp a c e  yo ur ré sum é , ke e p ing  d o ub le  sp a c e  b e twe e n  se c tio ns 
 Bo ld  yo u  na m e  a t the  to p , a nd  re p e a t yo ur na m e  in  the  he a d e r o f the  

se c o nd  p a g e , if yo u  ha ve  a  se c o nd  p a g e  (i.e . Ja ne  Sm ith , p g . 2) 
 Be  sure  to  sp e ll-c he c k yo ur ré sum é , a nd  ha ve  so m e o ne  yo u  trust re a d  it o ve r 

to  m a ke  sure  yo u  d o n’t ha ve  a ny sp e lling  o r g ra m m a tic a l e rro rs 
 If yo u  a re  a p p lying  to  a  sp e c ific  ind ustry, a sk so m e o ne  yo u  kno w who  a lre a d y 

wo rks in  the  ind ustry to  lo o k o ve r yo ur ré sum é  
 

DDooss  AAnndd  DDoonn’’ttss  ooff  RRééssuumméé  WWrriittiinngg  
 Do  list o the r la ng ua g e s yo u  sp e a k if yo u  a re  g o ing  to  b e  d e a ling  with  the  

p ub lic . C a nd id a te s with  m o re  tha n  o ne  la ng ua g e  a re  a n  a sse t to  c o m p a nie s 
a nd  o rg a niza tio ns b e c a use  the y c a n  p ro vid e  b e tte r c usto m e r se rvic e . (Just 
b e  sure  tha t if yo u  sa y tha t yo u’re  b iling ua l, tha t yo u’re  re a d y to  d o  yo ur jo b  
in te rvie w in  Fre nc h!) 

 
 Do  list a ll the  c o m p ute r p ro g ra m s yo u  kno w 

 
 Do  ha ve  so m e o ne  yo u  trust p ro o fre a d  yo ur ré sum é  fo r sp e lling  m ista ke s a nd  

g ra m m a r 
 
 Do  use  p ro fe ssio na l wo rd ing ; fo r e xa m p le , “c hild  c a re  p ro vid e r” so und s b e tte r 

tha n  “b a b y-sitte r” 
 
 Do  se nd  a  c le a n , ne a t, a nd  tid y ré sum é  

 
 Do n’t list yo ur d a te  o f b irth  o r yo ur so c ia l insura nc e  num b e r o r re fe re nc e s 
 
 Do n’t se nd  a  ré sum é  tha t ha s b e e n  p ho to c o p ie s so  m a ny tim e s tha t it is b lurry 

o r c ro o ke d  o n  the  p a g e . Prin t a  fre sh  c o p y tha t ha s b e e n  up d a te d  with  yo ur 
la te st skills a nd  e xp e rie nc e  

 
 Do n’t e ve r lie , m isle a d , o r infla te  yo ur a c tua l skills o r e xp e rie nc e  

 
 Do n’t o ve rd o  fo n ts, b o ld fa c e , und e rlin ing  o r ita lic s 

 
 Do n’t sq u ish  yo ur re sum e  o nto  o ne  p a g e  if yo u  ha ve  e no ug h  to  fill a  se c o nd  

p a g e .  
 
Fro m : 
Sc ha e fe r, N. (2000). G o o d  Jo b : A Yo ung  Pe rso n’s G uid e  to  Find ing , La nd ing , a nd  Lo ving  a  Jo b . (p p . 40) 
Sto d d a rt Pub lish ing  C o m p a ny Lim ite d : To ro nto  
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Tip : O nly list a n  
e m a il a d d re ss if 
yo u  c he c k it 2x 
o r m o re  a  d a y! 

FFuunnccttiioonnaall  RReessuummee  WWoorrkksshheeeett 
 

Na m e : ______________________________ 
Ad d re ss: _________________________________________________ 
Pho ne : ______________________   Em a il: _____________________  
 
 
Hig hlig hts 
 

·  __________________________________________________________________ 
 __________________________________________________________________ 
·  __________________________________________________________________ 
 __________________________________________________________________ 
·  __________________________________________________________________ 
 __________________________________________________________________ 
·  __________________________________________________________________ 
 __________________________________________________________________ 
·  __________________________________________________________________ 
 __________________________________________________________________ 
·  __________________________________________________________________ 
 __________________________________________________________________ 
·  __________________________________________________________________ 
 __________________________________________________________________ 

 
 
 
Re le va nt Exp e rie nc e  
 
Are a  One : ___________________________ 
 

·  _______________________________________________________________ 
 _______________________________________________________________ 
·  _______________________________________________________________ 
 _______________________________________________________________ 
·  _______________________________________________________________ 
 _______________________________________________________________ 
·  _______________________________________________________________ 
 _______________________________________________________________ 
·  _______________________________________________________________ 
 _______________________________________________________________ 
 
 

 

Tip : It’s o fte n  e a sie r to  c o m p le te  th is se c tio n  la st. Re m e m b e r to  
use  a  c o m b ina tio n  o f ha rd  skills a nd  so ft skills! 
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Are a  Two : ___________________________ 
 

·  _______________________________________________________________ 
 _______________________________________________________________ 
·  _______________________________________________________________ 
 _______________________________________________________________ 
·  _______________________________________________________________ 
 _______________________________________________________________ 
·  _______________________________________________________________ 
 _______________________________________________________________ 
·  _______________________________________________________________ 
 _______________________________________________________________ 

 
Are a  Thre e : ___________________________ 
 

·  _______________________________________________________________ 
 _______________________________________________________________ 
·  _______________________________________________________________ 
 _______________________________________________________________ 
·  _______________________________________________________________ 
 _______________________________________________________________ 
·  _______________________________________________________________ 
 _______________________________________________________________ 
·  _______________________________________________________________ 
 _______________________________________________________________ 

 
Are a  Fo ur: ___________________________ 
 

·  _______________________________________________________________ 
 _______________________________________________________________ 
·  _______________________________________________________________ 
 _______________________________________________________________ 
·  _______________________________________________________________ 
 _______________________________________________________________ 
·  _______________________________________________________________ 
 _______________________________________________________________ 
·  _______________________________________________________________ 
 _______________________________________________________________ 

 

Tip : Ad d  m o re  p a g e s a s ne c e ssa ry to  c re a te  yo ur “m a ste r” re sum e  – yo ur 
d o c um e nt will a ll yo ur skills se ts liste d . Typ ic a lly, yo u’ll o n ly inc lud e  3-4 
se c tio ns o n  a  fina l re sum e  fo r a  g ive n  p o sitio n . 
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Em p lo ym e nt Histo ry 
 
Mo st Re c e nt o r Curre nt Jo b :  
Po sitio n  Title : 
________________________________________________________________ 
C o m p a ny/ O rg a niza tio n : 
________________________________________________________________ 
Lo c a tio n  (C ity, Pro vinc e ): 
________________________________________________________________ 
Da te s (Ye a rs): 
________________________________________________________________ 
 
Ne xt Mo st Re c e nt Jo b :  
Po sitio n  Title : 
________________________________________________________________ 
C o m p a ny/ O rg a niza tio n : 
________________________________________________________________ 
Lo c a tio n  (C ity, Pro vinc e ): 
________________________________________________________________ 
Da te s (Ye a rs): 
________________________________________________________________ 
 
Ne xt Mo st Re c e nt Jo b :  
Po sitio n  Title : 
________________________________________________________________ 
C o m p a ny/ O rg a niza tio n : 
________________________________________________________________ 
Lo c a tio n  (C ity, Pro vinc e ): 
________________________________________________________________ 
Da te s (Ye a rs): 
________________________________________________________________ 
 
Ne xt Mo st Re c e nt Jo b :  
Po sitio n  Title : 
________________________________________________________________ 
C o m p a ny/ O rg a niza tio n : 
________________________________________________________________ 
Lo c a tio n  (C ity, Pro vinc e ): 
________________________________________________________________ 
Da te s (Ye a rs): 
________________________________________________________________ 
 
 
 

Tip : Se e  the  sa m p le s in  the  re sum e  g u id e  
fo r e xa m p le s o n  ho w to  fo rm a t yo ur 
e xp e rie nc e  a nd  ho w to  fo rm a t d a te s. 



 
 

The  Em p lo ym e nt + Ed uc a tio n C e ntre   Pa g e  11 O f 14  

Vo lunte e r Exp e rie nc e  
 
 
Mo st Re c e nt o r Curre nt Vo lunte e r Ac tivity:  
Po sitio n  Title : 
________________________________________________________________ 
C o m p a ny/ O rg a niza tio n : 
________________________________________________________________ 
Lo c a tio n  (C ity, Pro vinc e ): 
________________________________________________________________ 
Da te s (Ye a rs): 
________________________________________________________________ 
 
Ne xt Mo st Re c e nt Vo lunte e r Ac tivity:  
Po sitio n  Title : 
________________________________________________________________ 
C o m p a ny/ O rg a niza tio n : 
________________________________________________________________ 
Lo c a tio n  (C ity, Pro vinc e ): 
________________________________________________________________ 
Da te s (Ye a rs): 
________________________________________________________________ 
 
Ne xt Mo st Re c e nt Vo lunte e r Ac tivity:  
Po sitio n  Title : 
________________________________________________________________ 
C o m p a ny/ O rg a niza tio n : 
________________________________________________________________ 
Lo c a tio n  (C ity, Pro vinc e ): 
________________________________________________________________ 
Da te s (Ye a rs): 
________________________________________________________________ 
 
Ne xt Mo st Re c e nt Vo lunte e r Ac tivity:  
Po sitio n  Title : 
________________________________________________________________ 
C o m p a ny/ O rg a niza tio n : 
________________________________________________________________ 
Lo c a tio n  (C ity, Pro vinc e ): 
________________________________________________________________ 
Da te s (Ye a rs): 
________________________________________________________________ 
Ed uc a tio n & Tra ining  
 

Tip : Se e  the  sa m p le s in  the  re sum e  g u id e  fo r 
e xa m p le s o n  ho w to  fo rm a t yo ur e xp e rie nc e  
a nd  ho w to  fo rm a t d a te s. 

Tip : Se e  the  g uid e  fo r info rm a tio n  o n  
wha t to  inc lud e  in  th is se c tio n 
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Mo st Re c e nt Tra ining  
Dip lo m a / De g re e / C e rtific a te / Tra in ing : 
___________________________________________________________________ 
Ye a rs: 
___________________________________________________________________ 
Sc ho o l: 
___________________________________________________________________ 
Lo c a tio n: 
__________________________________________________________________ 
 
Ne xt Mo st Re c e nt Tra ining  
Dip lo m a / De g re e / C e rtific a te / Tra in ing : 
___________________________________________________________________ 
Ye a rs: 
___________________________________________________________________ 
Sc ho o l: 
___________________________________________________________________ 
Lo c a tio n: 
__________________________________________________________________ 
 
Ne xt Mo st Re c e nt Tra ining  
Dip lo m a / De g re e / C e rtific a te / Tra in ing : 
___________________________________________________________________ 
Ye a rs: 
___________________________________________________________________ 
Sc ho o l: 
___________________________________________________________________ 
Lo c a tio n: 
__________________________________________________________________ 
 
Ne xt Mo st Re c e nt Tra ining  
Dip lo m a / De g re e / C e rtific a te / Tra in ing : 
___________________________________________________________________ 
Ye a rs: 
___________________________________________________________________ 
Sc ho o l: 
___________________________________________________________________ 
Lo c a tio n: 
__________________________________________________________________ 
 
  

JJ oo hh nn   SSmm iitthh   Sa m p le  
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123 Sm ith  Stre e t ²  Athe ns, O N, K6V 6S6 ²  (613) 555-5555 ²  jo hn .sm ith@e m a il.c o m  
 
HHiigg hh lliigg hh ttss  
 
¹  More than 5 years experience in customer service  
¹  People -oriented personality with strong customer service skills  
¹  Demonstrated ability to work well individually and as part of a team  
¹  Self-motivated with strong organizational and time -management skills  
¹  Thrives in a fast -faced and challenging work environment  
¹  Self-motivated, confident in making independent decisions, and dependable  
¹  Thorough knowledge of office procedures with excellent computer skills and 

accurate keyboarding abilities (minimum of 61 words per minute)  
 
 
RRee llee vvaa nn tt  EExxpp ee rriiee nn cc ee   
 
Ad m inistra tive  

·  C re a te d  d o c um e nts fo r in te r-o ffic e  a nd  e xte rna l use  inc lud ing  b ro c hure s, 
flye rs, m e m o s, le tte rs a nd  fa xe s 

·  Ma inta ine d  filing  syste m s, b o th  e le c tro n ic  a nd  p a p e r, tra c king  sup p lie rs 
a nd  c usto m e rs e ffic ie n tly a nd  a c c ura te ly 

·  De sig ne d  info rm a tio na l b ro c hure s, p o ste rs a nd  d isp la ys using  Mic ro so ft 
Pub lishe r a nd  Ad o b e  Pho to sho p  

 
Co m m unic a tions 

·  Pre p a re d  writte n  c o rre sp o nd e nc e  inc lud ing  m e m o s, le tte rs, fa xe s, 
e le c tro nic  m a il a nd  a d ve rtise m e nt c o p y 

·  Pro ve n  a b ility to  write  c le a rly, c o nc ise ly, a nd  p ro fe ssio na lly  
·  Pa rtic ip a te d  in  se ve ra l c o m m unic a tio ns c la sse s in  unive rsity 

 
Co m p ute rs 

·  Wo rking  kno wle d g e  o f va rio us a p p lic a tio ns inc lud ing  wo rd  p ro c e ssing  
(Wo rd ; Wo rd  Pe rfe c t), sp re a d she e ts (Exc e l; Q ua ttro  Pro ), p re se n ta tio n  
g ra p h ic s (Po we rPo int), we b  b ro wse rs (In te rne t Exp lo re r; Ne tsc a p e ); 
in tro d uc to ry c o m p uting  (Visua l Ba sic  4.0) a nd  g ra p h ic s so ftwa re  (C o re l 
Dra w) 

 
Custo m e r Se rvic e  

·  Re so lve d  a  wid e  ra ng e  o f c usto m e r p ro b le m s, a p p lying  d ip lo m a c y a nd  
a sse rtive ne ss to  d e live ry d e la ys, o rd e r e rro rs, c re d its, p ro d uc t re turns a nd  
wa rra n ty issue s 

·   Pro ve n  skills in  p e rse ve ring  to  m e e t o r e xc e e d  c usto m e r e xp e c ta tio ns 
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       Jo hn Sm ith, p g  2 
WWoo rrkk   EExxpp ee rriiee nn cc ee   
 
Te c hnic a l Sup p o rt Re p re se nta tive  2005-Pre se n t 
ABC  C o rp o ra tio n , Bro c kville , O nta rio  
 
Biling ua l Custom e r Se rvic e  Re p re se nta tive  2001-2005 
DEF Lim ite d , Bro c kville , O nta rio  
 
Sa le s Asso c ia te  2000-2001 
G HI C lo th ing  C o o p e ra tive , Bro c kville , O nta rio  
 
Co unte r Pe rson 1997-2000 
Jim  Bo b ’s Do nuts, Bro c kville , O nta rio  
 
 
 
VVoo lluu nn ttee ee rr  EExxpp ee rriiee nn cc ee   
 
 Eve nts Co -o rd ina to r, 30 Ho ur Fa m ine  2006 
Bro c kville , O nta rio  
 
Ca nva sse r, C a na d ia n  Aid  fo r C he rno b yl 2004-Pre se n t 
Bro c kville , O nta rio  
 
Tic ke t Sa le sp e rso n, Unite d  Wa y o f Le e d s a nd  G re nville  2003 
Bro c kville , O nta rio  
 
 
 
EEdd uu cc aa ttiioo nn   &&  TTrraa iinn iinn gg   
 
WHMIS Ce rtific a te  2007 
Em p lo ym e nt & Ed uc a tio n  C e ntre , Bro c kville , O nta rio  
 
Ea rly Child ho o d  Ed uc a tio n Dip lom a  2005 
St. La wre nc e  C o lle g e , Bro c kville , O nta rio   
 
Onta rio  Se c o nd a ry Sc ho o l Dip lo m a  2001 
Bro c kville  C o lle g ia te  Institu te , Bro c kville , O nta rio  
 
 
 
 
 
 
 


