Font should be Times New Roman, Size 11 

Resume Sections are as follows:  
Profile
Work History 
Experience

Education/Training

Languages (Other than English if applicable) 
Affiliations (If Applicable)

Certifications (If Applicable)

Security Clearance (If Applicable)

Skill Summary

Title fonts for each section are Small Caps – Bold – Times New Roman – Size 11
Profile 

· 3-4 sentence listing main points in summary

· There should be no space between the title and the first bullet

· Each sentence should be its own bullet and no periods or punctuation should be at the end of the bullet 
Work History 
List the dates and names of all companies worked for that are listed in the resume, most recent first.  
Leave a space between the title and the first line in the history

If months are given they should be written out in full. i.e. use January not Jan. 

Example

January 2002 – March 2005
Bell Canada

December 2001 – January 2002
Royal Bank
June 1994 – December 2001
IBM
Experience 

Each position is listed with the company name; position held and date in Bold, Italic. The positions should be listed in reverse chronological order, identical to the Work History.  Details of any ongoing positions must be in the present tense and all completed assignments must be in the past tense.  Each sentence gets its own bullet and no punctuation at the end of each bullet.
Example.

Bell Canada

Business Analyst

January 2002 – March 2005

· Involved in outsourcing the print and mail functions of Bell Canada billing systems – including disaster recovery – from the Montreal and Toronto facilities to a new vendor’s facility in Markham. Reduction of 75 FTE and transition of 10 million statements per month.

· Coordinated multiple project phases to move the billing applications of a major telecommunications company to another organization that performed billing related functions.

Education/Training – Post secondary education is listed from the least recent to most recent.  Training courses are listed from most recent to recent.
Example
McMaster University

Bachelor of Engineering and Management (Chemical)

1990
2005
Programming Course

Skill Summary 

All technical info is listed in terms of environments worked, languages or platforms used.  Separate each with a comma.  Do not use “&” or “and”.

Example

Ensemble Applications, Oracle Applications (AP, PO, INV, OE, AR, Flexfield, SysAdmin, AK Developer, Workflow), SQL*Plus (SQL, Navigator/TOAD), Microsoft Office Products, EDI*810, 811,850,855,856,864,870, Windows 98/NT

