	Your Address 

City, State Zip
	Your Name


	(xxx) xxx-xxxx

xxxxxx@hotmail.com


	Objective
	To obtain a full-time position with the opportunity to advance


	Qualifications
	· Motivated to learn and grow in responsibility and skills
· Self-motivated and a team player
· Get along well with others


	Computer Skills
	Keyboarding, Internet, Email, Windows, Vista, Word, Excel, Access, and PowerPoint 



	Experience
	Year - Year
Name of Company
City, ST

Position

· Responsibility 1

· Responsibility 2

· Responsibility 3



	
	Year - Year
Name of Company
City, ST

Position

· Responsibility 1

· Responsibility 2

· Responsibility 3



	
	Year - Year
Name of Company
City, ST

Position

· Responsibility 1

· Responsibility 2

· Responsibility 3



	Military
	Year - Year
United States Air Force
City, ST

Ending Rank

· Responsibility 1

· Responsibility 2



	Education
	1998 - Present
Lincoln Adult Education
Billings, MT

· Upgrading employment skills

· Enrolled in keyboarding, Internet, and E-mail



	
	Year - Year
Senior High School
Billings, MT

Received high school diploma.




	Your Address 

City, State Zip
	Your Name


	(xxx) xxx-xxxx

xxxxxx@hotmail.com


	References
	Name, Title

Address

City, State Zip

Phone



	
	Name, Title

Address

City, State Zip

Phone



	
	Name, Title

Address

City, State Zip

Phone 




