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RESUME CHECKLIST

GOT THE FOLLOWING COVERED?

PROFILE - Name & Contact
Info

Example:

"Patient and professional in
responding to customer needs,
and always treating all with
dignity and respect.”

ACCOMPLISHMENTS -
Awards & Achievements

Example:

“Adept at conflict resolution and
Negotiation;

Proficient in MS Word and
Excel”

WORK EXPERIENCE -
Chronological Listing of
Employment History (Starting
with Most Recent)

Example:

“Diploma in Accountancy, NP;
Conflict Resolution Certificate,
ABC College”
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