SUGGESTED RESUME FORMAT:

FULL LEGAL NAME

ADDRESS/EMAIL

TELEPHONE NUMBER(S)

EDUCATION
Highest form of education first, going backwards with dates and distinctions.  High school diploma is only necessary if there is no college degree.  For example:


University of Denver, Denver, Colorado


J.D. cum laude, 2004


University of Arizona, Flagstaff, Arizona


B.S. Political Science, 2000

SKILLS
List all skills pertinent to performing your particular area of expertise.  For example:


80 wpm typing speed, Word 2000, WordPerfect 11.0, TABS, Summation.

EXPERIENCE
List each position you have held starting with your most recent position, listing dates of employment, title, and job duties.  For example:

1/2000 – 12/2003
Legal Secretary


Smith, Jones and Martin, P.C.


1000 Broadway, Denver, CO


Either use bullets or complete sentences to describe all of your job duties.  For example:

· E-filing

· Typing pleadings, letters, depositions, etc.

· Dictation via audio tapes

· All forms of mail preparation

REFERENCES
References will be furnished upon request.  (You should have an available list of at least three professional references to present when asked, but you should not list your references on a resume).

The most effective resumes are one page in length.
