Management Recruiters of Scranton

570-587-9909


NAME

Address
City, State  Zip

Phone/Cell Phone

Email address

	Objective
	State clearly and specifically the position you seek.  This should be a concise statement, not “fluff”.  It is also an optional part of the resume which can be left off your final one.


	Education
	List in reverse chronological order your university degrees and any continuing education programs/seminars/workshops specific to the position you seek.

For each degree include college/university name, city, state, degree obtained, major, and date awarded.  Include if you graduated with honors.

For example:

Pennsylvania State University, State College, PA

Bachelor’s Degree, Mechanical Engineering, 1997.


	Professional Registration
	List any professional registrations/certifications.  Include the locations where you have an active registration.  License numbers are optional on your resume.

For example: 

PE in Virginia, Colorado and New Jersey.


	Experience
	Should be listed in reverse chronological order.

Include job title, company name, location and dates of employment for each position.  Also include your key duties and responsibilities for each one.

For example:

Civil Engineer, ABC Company, Anywhere, PA

1999 to present

Job duties include all aspects of the land development project process.  Specific responsibilities include:client contact; utility design and coordination; municipal land development and zoning approvals.


	Computer Skills
	Include any software programs that are specifically needed for the position you seek (for example - Microstation, InRoads, Land Development Desktop).


	Professional Memberships
	List any societies to which you belong – for example, ASPE, ASCE, ASHRAE.  Include information on leadership positions held with these organizations, if applicable.


	Notable Projects
	This can be inlcuded as a separate document, a separate section of your resume, or in the body of the resume following the employer where you worked on the project.  Include project name, date, size/scope of project and your role in each project.

For example:

XYZ Office Building, Anywhere, USA.  Project Manager for renovation of 25 story office building.  Project cost $1,750,000.  Completed May, 2004.

ABC Hospital, Anywhere, USA.  HVAC, plumbing, and fire protection engineer for renovation of 5,000 sq. ft. area of hospital.  Currently under construction.

PennDOT Bridge # ?, Anywhere, PA.  Complete design of this multiple span curved girder bridge, including superstructure, piers, abutments, and wing walls.  Completed July, 1999.

Project Name, City, State.  Served as Project Manager and point of contact for a composting facility owned by the Township.  The project consisted of the preparation of a sketch plan, construction plans, and the design of an underground stormwater detention facility.  Involvement included the preparation and coordination of all documents necessary throughout the design, bidding and construction processes.  Completed October, 2001.


