Instructions: This is a simple, quick and dirty resume template. It is not the only form, but it will work for just about everyone. Fill out the information between brackets, being sure to erase the brackets afterwards. If you have more jobs, cut and paste the template as many times as you need to. You don’t need to give extensive descriptions for jobs early in your career, but it is good to show, at least, that you learned  “in the trenches”.  If you have other information to add, simply cut and paste any segment and change the title name. Your resume can be longer than one page, or you may choose to leave some of the information out. It’s a good idea to let your experience speak for your abilities, rather than listing them at the beginning as bullets. Change the form any way you wish. Now erase this paragraph!!!

(Name)


Home  (415 555 1212












)

(Residential Address)


Cell (415 555 1212)

City, State Zip


Work( 415 555 1212)




(myemail@someemail.com)


Objective: (State your objective here if you really have one. This is the place to mention the level of position you seek, the location, whether you want a corporate or independent environment. Alternative: In reply to your ad for a qualified xxxxx in San Antonio, TX)

Education: 
(Name of Institution)
(Degree)

(Date Obtained)



(Name of Institution)
(Degree)

(Date Obtained)



(Stage or extenrnsip), Location

(mo/y-mo/y)



Employment History:

(Name of Restaurant, Location)
(Title)

(mo/y-mo/y)

x seat  2 star/award winning/casual/classic Italian restaurant serving xxx food) (Responsible for, duties included xx, xxx, xxxxx, and xxxx). (Add any description of the position you feel is important including staff number, volume..etc). (Answered to Chef xyz/General Manager Joe Dokes) (Reference number if you feel comfortable with it.)

(Name of Restaurant, Location)
(Title)

(mo/y-mo/y)
x seat  2 star/award winning/casual/classic Italian restaurant serving xxx food) (Responsible for, duties included xx, xxx, xxxxx, and xxxx). (Add any description of the position you feel is important including staff number, volume..etc). (Answered to Chef xyz/General Manager Joe Dokes) (Reference number if you feel comfortable with it.)

(Name of Restaurant, Location)
(Title)

(mo/y-mo/y)
x seat  2 star/award winning/casual/classic Italian restaurant serving xxx food) (Responsible for, duties included xx, xxx, xxxxx, and xxxx). (Add any description of the position you feel is important including staff number, volume..etc). (Answered to Chef xyz/General Manager Joe Dokes) (Reference number if you feel comfortable with it.)

(Name of Restaurant, Location)
(Title)

(mo/y-mo/y)
x seat  2 star/award winning/casual/classic Italian restaurant serving xxx food) (Responsible for, duties included xx, xxx, xxxxx, and xxxx). (Add any description of the position you feel is important including staff number, volume..etc). (Answered to Chef xyz/General Manager Joe Dokes) (Reference number if you feel comfortable with it.)

(Your Name – Page 2)

(Name of Restaurant, Location)
(Title)

(mo/y-mo/y)
x seat  2 star/award winning/casual/classic Italian restaurant serving xxx food) (Responsible for, duties included xx, xxx, xxxxx, and xxxx). (Add any description of the position you feel is important including staff number, volume..etc). (Answered to Chef xyz/General Manager Joe Dokes) (Reference number if you feel comfortable with it.)

Related Experience:


(Event/other activitity)


(Date)


(Event/other activitity)


(Date)


(Event/other activitity)


(Date)

Specific Skills:



(Garde Manager, Computer, Excel, chocolate, pastry, Italian Cuisine, etc)

Awards and Recognition:

  
(Award)



(Date)


(Award)



(Date)


(Award)



(Date)

(Copies of Media coverage and written references gladly provided)

(Request: This resume is sent in confidence to the addressee. Please do not forward it to third parties or contact current or past employers without contacting me for permission. Thank you.)
 


Save the resume with your own full name: Joe Jones Resume/ThomsonJanice/ThomsonJanice Resume, etc. Put it in your data folder and save a copy to a floppy disk just for good measure. Now erase this paragraph,.
