
Reynos’ Resume Template 

Your Name  (###) # # # - # # # # 
 
Your Address              Your City, Your State # # # # #  your email @ddress 
 
Summary 
You are a (what) ______________ with (how many) years of experience in increasingly responsible positions handling (what) 
________________________________________________________________________________________________________________________
__________________________________________________________________. Your major strengths include (what) 
________________________________________________________________________________________________________________________
___________________________________. 
 
Professional Experience:  
Position; Company; Address; City, State Zip Code 
Month Year to Present –  General description of current essential functions.  (Approximately three sentences.)  
 
• (Accomplishment) 
• (Accomplishment) 
• (Accomplishment) 
 
Position; Company; Address; City, State Zip Code 
Month Year to Month Year –  General description of current essential functions.  (Approximately three sentences.) 
• (Accomplishment) 
• (Accomplishment) 
• (Accomplishment) 
 
Position; Company; Address; City, State Zip Code 
Month Year to Month Year –  General description of current essential functions.  (Approximately three sentences.) 
• (Accomplishment) 
• (Accomplishment) 
• (Accomplishment) 
 
Position; Company; Address; City, State Zip Code 
Month Year to Month Year –  General description of current essential functions.  (Approximately three sentences.) 
• (Accomplishment) 
• (Accomplishment) 
• (Accomplishment) 
 
Position; Company; Address; City, State Zip Code 
Month Year to Month Year –  General description of current essential functions. (Approximately three sentences.) 
• (Accomplishment) 
• (Accomplishment) 
• (Accomplishment) 
 
Education: 
M.B.A. –  In what?  Where? 
B.A. –  In what?  Where? 
A.A. –  In what?  Where? 
Professional seminars?  
Computer skills? 
 
Personal accomplishment (excluding events that reveal age, race, sex, ethnicity, disability, etc.) 
 

Your name  (###) # # # - # # # #                                Your email @ddress 


