
The below document is intended as a quick template to create a Master Resume or Federal Resume. 
Master Resumes have no limit on pages and is used solely as reference material.
Federal Resume is limited to two pages.

Remember to list the last 10 years of work history, if you have any.  This includes volunteering.  Copy and paste work experience sections as needed to fulfill this requirement.

[Your Name]
[Street Address] | [City, State, Zip Code]
[Phone Number] | [Email Address]

Work Experience
[Job Title] | [Company/Agency/Employer] | [City, State]
MM/YYYY - Present
Hours per week: [Number]
· [Start with an action verb and describe a key accomplishment. Quantify your impact with numbers and metrics whenever possible. For example: "Spearheaded a project that resulted in a 15% increase in efficiency."]
· [Describe another accomplishment, focusing on the skills you used and the results you achieved. For example: "Managed a budget of over $1 million, ensuring all projects were completed on time and within budget."]
· [Continue with other accomplishments, highlighting your most relevant skills and experiences for the job you are applying for.]
Supervisor: [Supervisor's Name] | [Supervisor's Phone Number]
Okay to contact this Supervisor: [Yes/No/Contact me first]

[Previous Job Title] | [Previous Company/Agency/Employer] | [City, State]
MM/YYYY - MM/YYYY
Hours per week: [Number]
· [Accomplishment or responsibility]
· [Accomplishment or responsibility]
· [Accomplishment or responsibility]
Supervisor: [Supervisor's Name] | [Supervisor's Phone Number]
Okay to contact this Supervisor: [Yes/No/Contact me first]

Education
[Name of University] | [City, State]
[Name of Degree], [Major] | [Month, Year of Graduation]
Credits Earned: [Number] Semester Hours

Relevant Coursework, Licenses, and Certifications
· Coursework: [List of relevant classes or projects]
· [Name of Certification/License] | [Governing Agency] | [Month, Year]
· [Name of Certification/License] | [Governing Agency] | [Month, Year]

References
[Reference's Name]
[Job Title]
[Email Address]
[Phone Number]
[Address]
[Reference's Name]
[Job Title]
[Email Address]
[Phone Number]
[Address]

