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NAME
Phone number, Email address, City ZIP
Career Objective:  State your intended future career direction here.  Indicate specific positions and areas of interest, i.e. ‘I want to move into senior management” or “I want an opportunity to build my technical skill set.  Stay away from vague “use my skills and experience to make a contribution to progressive organization” type objectives.  (You will need to tailor for each submission) 

Employment History:

Notes:

List positions held in reverse chronological order

· Employment history should make up the bulk of your resume unless you are a new graduate.

· List all jobs, including month and year of employment start / finish. Do not leave any gaps of time unaccounted for, include travelling, home with family, studying full time, etc.

· Be concise; use bullet points

· Maximum of 3 pages (do not feel limited to 1 or 2)
· Provide more detailed information regarding current and recent positions (last 10 years)

· Check for grammar, spelling, and font  (consistency) 
Company Name 





       Dates   Month/Year – Month/Year  

(Very brief description of Business/Industry/square foot under management etc)

Position Title (if contract or temporary position, state that here) 
Location (if multi-location/divisions)

Responsibilities:
· Use bullet points, make comprehensive list of all relevant duties. Include soft skills, i.e. supervising, training, implementations, liaising with other departments, internal client service.

· List buildings managed and type of property (retail, office, industrial residential, strata) dates managed, third party / owned,  size (square footage).
· Add in quantifiable facts, i.e. Number of staff supervised, number/types of vendors, budget sizes,  title of person you reported to, systems used, types of reports produced, projects and value etc.
· Note any major accomplishments 
Projects (delete this section if non-applicable to this position):
· If relevant, list information regarding completed and current projects including details of value / size, form of contract, location, date of project, name / type of project, particular technical issues overcome.
· Please list a maximum of three here, and provide a detailed project list separately.
Major Accomplishments / Milestones (delete this section if non-applicable to this position):

· Where possible, list significant events such as major promotions, increases in production, profits, or revenues that were a direct result of your efforts. Also list 
· If more than three milestones or accomplishments are to be listed, please either provide a detailed list as a separate document, or group together into maximum three bullet points
Education and Certifications: 

· Use reverse chronological order. List all relevant vocational or professional certificates, diplomas, trades certifications, charterships etc. and date obtained.
· Do not include expired licenses or qualifications that are not complete.
· For education, list post-secondary institutions only.

· For professional designations, provide complete details (i.e. date granted, location, registration number, and indicate if incomplete or pending confirmation)

· For education, list school name(s), location, dates of study, area of study, program name. You must specify if course was not completed.
Software Programs Used: 

· List computer programs and other software that you are proficient in.
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