Date Prepared:  22-Mar-13
[bookmark: _GoBack]Your Name
Division
Street Address
City, State, Zip

Phone:	630-252-xxxx
Email:	xxx@xxx.xxx

Education 
Diploma in Employment Skills					University of xxxx.
{ Description of the Certificate/Degree/Masters... Explaining what kind of qualification it is. }
Diploma in Employment Skills					University of xxxx.
{ Description of the Certificate/Degree/Masters... Explaining what kind of qualification it is. }
Diploma in Employment Skills					University of xxxx.
{ Description of the Certificate/Degree/Masters... Explaining what kind of qualification it is. }
Current Employment
{Job Title} 						{ Employer / Company or Business }
{Month & Year} – Current.
{ Explain the job, what your initial task & jobs are... }
Work History
{Job Title} 						{Employer / Company or Business }
Jan 2007 – Sep 2007

{Job Title} 						{Employer / Company or Business }
Jan 2007 – Sep 2007
Honors, Awards, Memberships, and Professional Service
{ List awards here in a bulleted format, most recent first, include year }
· EXAMPLE:  DOE Early Career Award (2011)
· 



Selected Publications
{The lists should be presented in reverse-chronological order, i.e., most recent first.  No more than 8 publications.  NOTE: Use et al. when three or more names are given.}

EXAMPLE:
1. FI. Lastname, “Name of paper,” Journal abbreviation, volume/issue number, page numbers (Year).
2. …..
3. …..
4. …..
5. …..
6. …..
7. …..
8. …..


Please follow style guidelines where indicated.  

STYLE GUIDELINES:  
Books published or edited,
FI. Lastname, Book Title (Publisher, Place of Publication, Year).
Refereed journal articles and book chapters,
FI. Lastname, “Name of paper,” Journal abbreviation, volume/issue number, page numbers (Year).
Publications in conference proceedings
FI. Lastname, “Title of paper,” in Unabbreviated Name of Conf., City of Conf., Abbrev. State (if given), year, pp. xxx-xxx.
Technical reports
FI. Lastname, "Title of Report", (Tech. Rep. Number, [ex. ANL-HEP-TR-03-12], Institution, State, Year).
Other publications (abstracts, book reviews, etc.),
FI. Lastname, “Title of paper,” Abbrev. Title of Periodical, vol. x, no. x, pp. xxx-xxx, Abbrev. Month, Year.
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