First name, name

Local Address
(if available)





      

xxxxx










City, State ZIP Code

Phone number 

Email

Objective
xxxxxx (ex. Engineering training in a production environment); available December 2000.

Education
Degree




 



Month Year



Example: 

ENSAM Bachelor’s of Science in Industrial Engineering 


October 1998

Ecole Nationale Supérieure d'Arts et Métiers (ENSAM), France.

Top 10 engineering school, the leading French 'Grande Ecole' in Industrial and Mechanical Engineering. 

You can state in 2 lines what you did during your final project (PFE) if you think it is worth it.

....


Title








Time spread

Company, City, State or country if not in the US, what they do...

State what you did and use direct verbs. Emphasize results if any: for example, achieved annualized savings of $1M, produced a study on cost reduction opportunities, conducted market analysis and recommended product features, etc. 
Example:
Product Engineer and Technical Support



January 1999-Present

BOLMET INC., Dayville, CT, a film metallizing company for the capacitor industry.

Coordinated customers contact and introduction of new products, special products issues and improvement. Involved in the technical and financial review of these products, and support for their process implementation. Organized the preventive maintenance and computerized the maintenance department to schedule interventions on machines and track inventory.

Engineering Trainee






Summers 1996-1997

Centrale Thermique de Provence, France, Summer 1997.

Studied major vibrations on compressors and designed a sluice maneuver system in a power plant. 

Groupe Aerospatiale, France, July 1996.

Worked on different parts of the European launcher Ariane 5 in the thermal protection and mechanics workshops. 

Skills

Native French, fluent in English, basic knowledge of German.

Programming Languages: xxxx

Software:  MS Office...

xxxx...

Activities
State activities you do or did and that show your involvement in all kind of associations

Example:
Private Pilot License; Member, Aircraft Owners and Pilot Association (AOPA).

ENSAM representative, Board of European Students in Technology (BEST), 1995-1997. 

College soccer team's representative, 1996-1997.

Personal
This is where you state you are French.

Example: French citizen with J1 visa in U.S., until April 30, 2000.

References
Available upon request. 
Some tips

It is no use to tell your age or birth date.  It is illegal for the recruiter to ask you any information related to age, gender, marital status, religion, political affiliation, and a few others.  You might choose to volunteer it, but only in an interview, not on a resume (CV).

You absolutely need to state an email; it is much easier to communicate especially if you are in France. If you do not have one, use your friend’s or family’s email addresses if you want; but find one.

If you live in France, state that people must use the code “33”+ your phone number without the 0 to call you. Make sure you make yourself easy to reach if you want to be called in France from the US. If necessary specify the days and hours (use GMT reference) best to call you.

Give your objective: why do you send your resume? Do you want a job, a training period? In what field of the industry? You can also state here when you are available.

Education: If you already have some professional experience start with that block first and put the education afterwards. If your degree is not a US degree, your recruiter will probably not know what its value is (I believe the official equivalence of the Ensam degree is Bachelor’s degree of science in Industrial Engineering). Therefore tell as much as you can about it in 1 line: is it an engineering or business college? What is the degree worth in the country you got it? 

Professional experience: Start with the most recent, the recruiter wants to know first what you did last. First give the title you had during this experience and the period during which you have worked. Then, state the company, where it is located and write what they do, especially if the company is unknown in the US. Finally, describe what you have accomplished. Do not hesitate to give figures. Whether qualitative or quantitative (best), always emphasize the results rather than the process, i.e. what you achieved instead of what you did or how you did it.

Skills: List major specific skills you have.

For the languages, use: Basic knowledge, average, fluent, bilingual (use only if one of your parent or you are born in the country), and native (not mother tongue).

Activities: List the activities you do during your free time. The goal is to show your involvement in associations and activities. Do not make an exhaustive list.  Limit to a couple, may be three, but no more.  Employers are looking for focus and dedication.  Make it easy: pick things you’re passionate about.  Chances are there won’t be more than 2 or 3.  Finally, make it as specific as necessary; for example say XVIII century French literature instead of reading.  

Personal: This is where you state you are a French citizen. If you have a valid visa, write it as well.

References: This section is typical in the US: you must find people who know you professionally and personally, typically people you worked for and friends and relatives.  They are used by the recruiter to get to know you from a different perspective.  They are not typically consulted to provide an opinion on your aptitude for the job.  This is the recruiter’s role.  Furthermore, there have been lawsuits in the US where people have sued their references, generally former employers, because they did not get the job.  Bottom line, your references are used to shed light on your strengths and weaknesses not to comment on whether you’re a fit for the position you are pursuing.  Make sure they are people who know you well.  Of course, let them know that you would like them to be references and help them help you if necessary, i.e. tell them what to expect and possibly what not to say. You can ask your boss during one of your training period or the college director...Typically people have 2 or 3 referrals. You do not send them; you keep them just in case they are asked for.

Honors: There might be an additional block mentioning awards or honors you have received if applicable.  

Permanent Address


xxxxxx


France


33+ phone number


(ex:  33+ 1.30.22.33.43.21)





Professional Experience











