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NAME, NCT
Street Address, City State ZIP Code |  Email  |  Telephone

OBJECTIVE	Make this personal to YOU. If you cannot PERSONALIZE it, it is best not to use it. Always mention NCT.
SKILLS & ABILITIES	
•	XXXXX                                       •	XXXXX
•	XXXXX                                       •	XXXXX
•	XXXXX                                       •	XXXXX
Always put in order of importance
EXPERIENCE	JOB TITLE COMPANY NAME
DATES FROM – TO
This is the place for a summary of your key responsibilities and most stellar accomplishments.
****Use as many “buzz” buzz words as possible. Read MANY Facebook ads for idea’s /examples. See notes. REPEAT for 3-5 years
EDUCATION	
SCHOOL NAME, LOCATION
DEGREE
Include your GPA here and a summary of relevant coursework, awards, and honors.
List all. Make sure X Ray Academy is first.
VOLONTEER WORK AND AWARDS
REFERENCES	REFERENCE NAME, TITLE
Not required - Never use “references available upon request”
ONLY USE IS RELATED TO THE FIELD YOU ARE IN. GENERALLY MEDICAL PROFESSIONALS


Please review BEFORE you submit your resume.
Resume checklist:

· Make file name your name i.e. BobSmith_NCT.
· Add NCT behind your name. i.e. Bob Smith, NCT
· Verify there is a phone number, e-mail, and address in contact information.
· Correct all spelling errors that appear.
· Correct all grammar errors that appear.
· As opposed to “Objective”, us a “Summary of Qualifications”. Make sure it is personal to you and mentions your NCT license.
· If you are going to take the BLS / CPR course, add it to your skill summary.
· If you are going to take the “MedWay” DOT course. Add it to your skill summary.
· Make sure your work experience section includes dates and job descriptions. Keep job descriptions general, so they may be applicable to other skills employers may be looking for.
· Stay away from being too specific in your skills (if they are not medical) as not to “pigeon-hole” you to an industry. Stay away from words like “food” or “forklift”.
· Read A LOT of Face Book ads. Try to see what wording you can use in your resume that you see in the ads. i.e.
· Answer phones / filing = Front office skills.
· Cleaning = Maintained a safe and sanitary work environment.
· Keeping track of products = Inventoried supplies
· Add the X Ray academy to your education
· References are no longer used (unless they pertain directly to the job you are applying for).
· Personal data is no longer used.
· Be sure to add any additional awards / certificates.
· Add any volunteer work.
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