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Elwood Lancer 
201 High Street 

Farmville, VA 23909 

elwood@longwood.edu | 434-395-2000 

 

JOB ANNOUNCEMENT  

(Include job announcement number for each position) 

 

PERSONAL INFORMATION 

Citizenship | Veteran’s Preference | Reinstatement Eligibility | Highest Federal Grade  

(Include all if applicable)  

 

SUMMARY OF SKILLS 

(Provide an overview of your experience in 1-2 sentences here)  

 

EDUCATION 

College Name 

City, State, Zip Code  

Bachelor of Science in OR Bachelor of Arts in 

Major: 

Minor/Concentration: 

GPA: 

Graduation Date:  

(Include all schools you have attended, including high school)  

 

WORK EXPERIENCE 

Employer Name 

City, State, Zip Code 

Job Title 

Hours per Week: 

Salary: 

Supervisor: Name, Phone Number, supervisor may/may not be contacted 

Dates of Employment:  

 List at least 5-7 points starting with action verbs about what you did in this position.  

 

SELECTED PROFESSIONAL ACCOMPLISHMENTS 

(Include work related awards, increases in #, %, and $ here. List accomplishments using bullet 

points.)  

 

WORK RELATED TRAININGS & CERTIFICATIONS 

(List any work related training or certification programs you have attended/completed.) 

 

AFFILIATIONS 

Club Name 

Dates 

(List all memberships in clubs and organizations here.)  

mailto:career@longwood.edu


This is not a template, just an example of sections to include.  Have your resume reviewed by University Career 

Services today! Email career@longwood.edu or stop by Maugans Alumni Center G05.  

 

 

 

TECHNICAL SKILLS 

(Focus on all computer programs, software, etc. that you are proficient in using.)  

 

LANGUAGE SKILLS 

(If you are proficient or fluent in another language list those in this section.)  

 

REFERNCES 

Name 

Title 

Phone: 

Email:  

*Provide one sentence about how you know the reference.  

(List 3-5 professional/academic references in this section.) 

 

FEDERAL RESUME TIPS: 

 This document should be longer than 1 page, using no less than 10 point font. 

 Be clear and concise.  

 Tailor this document to the job announcement using Key Words from the job 

description. 

 Use accomplishments to highlight performance using #, %, and $ to show your specific 

impact.  

 Ensure your document is free of spelling, grammar, and typing errors. 

 For all government positions have a federal resume and a 1-page resume ready, some 

agencies require different documents.  
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