
Joe Smith 
(425) 555-1212                                                      joesmith@emaildomain.com                               Everett, WA 

 
 

Objective: Maintenance Mechanic seeking opportunity to perform outstanding services on CNC and manual aerospace 
manufacturing machines, in fast moving and frequently-changing environments. 

 
Skills/Qualifications 

    

    

    

    

    

 
 
Employment History 

 
Position      
Employer      City, State    Dates 

  

    

  

  
 
Position 
Employer      City, State    Dates 

    

    

    

      
   
Position     City, State (or Province), Country Dates  
Employer  

   

    

    

    

 
 
Education   
   

Institution     City, State    Dates 
Major, Certificate, or Area of Study 
 

Institution Location    City, State    Dates 

Major, Certificate, or Area of Study 

Objectives are optional.  If you 
choose to use one, make sure it 
appeals to the employer. Tell them 
what you bring to the table.  

Full addresses are no longer 
required for a resume. City and 
state (or no address at all) is 
okay. 

Make sure you use your most 
accessible phone number. 
Your voice mail needs to be 
clear and appropriate. 

List your jobs from most recent or 
current, to oldest. List only your last 
10 years of work in this section. 

Remember to 
highlight skills 
and other 
qualifications, 
awards, special 
projects, etc., 
which pertain to 
the job you are 
applying for.  
Remember to 
talk about items 
that may be 
transferrable 
from one job to 
another.  
 
Try to highlight 
different skills in 
order to avoid 
duplicate 
points.  

List your jobs from most recent or 
current, to oldest. List only your last 
10 years of work in this section. 

What name will you go by? Make 
sure it matches your application, 
LinkedIn profile, etc. 

A poor email address 
will give employers a 
bad impression of you 
before you even meet!  

Why should the employer hire YOU? Highlight the 
greatest skills you have, based on what the 
employer needs! Not sure what your skills are? 
Try www.onetcodeconnector.org for help! Type a 
job title in the search box, click on an occupation, 
then see “tasks” and “detailed work activities.” 

Month and 
year are a 
minimum 
requirement. 
Exact dates 
are even 
better, but 
difficult to 
obtain. 
Employers 
are looking 
for gaps in 
employment.   

Section dividers (lines) such as these, may be 
used at your discretion. They are not required, 
but can make resume look more professional.  

If you have experience from a 
province or country outside the 
United States, list that after the 
state, as shown here. 

Follow the same 
guidelines for 
these sections, as 
you did in the 
Employment 
History section 
above.  

Only list your GPA if you obtained 
“honors” status or 3.7-4.0.  

If you have multiple schools to list, 
start with the one pertaining to the 
job you are applying for, and try to 
limit past education to 10 years.  

mailto:joesmith@emaildomain.com
http://www.onetcodeconnector.org/

	Resume Example With Info Boxes

