Rapid Resume-Chronological

Heading:
	Name:


	Address:


	City/State:

	Home Phone:


	Alternate Phone:
	Cell/E-mail:



	E-mail Address: 





Qualifications Summary:

Ex: Innovative Human Resources Manager with extensive generalist experience in multiple locations.  Exceptional employee relations skills, successful at motivating employees and creating a highly productive workforce. Proven track record of exceeding management development, promotion and employee staffing goals. Excellent interpersonal skills.

	



Work Experience:
	Company Name:


	Date: From:
	To:



	City:


	State:

	Position:


	Duties:



	Major Accomplishments




-Start with most recent job covering the last ten years of employment.  Indicated years only (i.e. 1999-2003) -Brief description of overall responsibilities for position held. (Include 2-3 sentences only). Major Accomplishments

	Company Name:
	Date: From:
	To:



	City:


	State:

	Position:


	Duties:



	Major Accomplishments




	Company Name:
	Date: From:
	To:



	City:


	State:

	Position:


	Duties:



	Major Accomplishments





Education:

Ex: University of Texas, Austin, Texas, MBA 1999-2003

	Name of Institution 


	City & State:
	Degree:

	Dates:




Training

Ex: Tech Ease Solutions, Houston, Texas  2002-2003 Microsoft Network Specialist.

	Name of Institution 


	City & State:
	Dates:

	Name of Training:




	Name of Institution 


	City & State:
	Dates:

	Name of Training:




Professional Memberships:

Ex: Houston Compensation Association, Communications Committee Chair, 2002

	Name of Organization


	Title held 
	Date:




*************************************************************************

Remember: Salary History and references are on a separate sheet and should not be included on the resume.

See samples:

Salary history
Reference Sheet 

PREPARING THE COVER LETTER

Cover letter information should include the following:

· Date

· Your name and address (this data should always be the same information as reflected on your resume)

· Salutation

· Introduce yourself and explain why you are writing

· Briefly describe your qualifications and accomplishments

· Request an interview, offer a time to meet and inform the employer when you will call.

· Thank the employer for considering your applications
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