[Your  Name Here]


	OBJECTIVE:

	
	Seeking ………….[Be direct & concise; indicate type of position]

	

	EDUCATION

	
	University of Scranton, Scranton, PA

B.A. or B.S. ,  Major, Graduation Date]

Minor / Concentrations

Cumulative GPA:  ???????  (4.0 Index)

	

	RELEVANT COURSEWORK:

	
	Major

Major

Major

Major

Miscellaneous
	Cognate

Cognate

Computer

Communication

Miscellaneous

	

	COMPUTER SKILLS:

	
	Hardware: IBM-PC, Mac, Windows XP, MacOS
Software: MS Office 2003 (Word, Excel, PowerPoint, Access), other programs you're familiar with
Network: Internet,e-mail, Netscape, Internet Explorer

	

	EMPLOYMENT HISTORY

	
	Employer, City, State

Job Title
· Focus on skills needed to fulfill responsibilities (give a complete thought)

· Skill Area: Communication Skills

· Problem Solving 
· Organizational Skills, Management

	
	

	
	Employer, City, State

Job Title
· Focus on skills needed to fulfill responsibilities (give a complete thought)

· Skill Area: Communication Skills

· Problem Solving 
· Organizational Skills, Management 

	
	

	
	Employer, City, State

Job Title
· Focus on skills needed to fulfill responsibilities (give a complete thought)

· Skill Area: Communication Skills

· Problem Solving 
· Organizational Skills, Management 

	

	EXTRA CURRICULAR ACTIVITIES

	
	

	REFERENCES

                             Available upon Request


School Address:�Street�City, State,   Zip�Phone�email





Permanent Address:�Street�City, State,   Zip�Phone�email














