Position Based Resume

Sample Job Description

Acme, Inc., Civil, Environmental and Transportation Engineers, has an immediate opening for a Public Involvement Manager in the Environmental Division of their Baylor, Washington office.

Candidates will be responsible for the organization, planning, and implementation of public involvement requirements over a diverse project workload. Qualified candidates must possess strong written and oral communication skills, and have a minimum of 3 years experience in public affairs, community relations or closely allied field, and 2 years of post secondary education. Additional planning/environmental /engineering experience is a plus.

Acme offers competitive salaries with a comprehensive benefit plan. If you are interested in the opportunity of joining this enterprising group, please forward your credentials and letter of interest by e-mail to jsmith@acme.com. No phone calls please.  Acme is an equal opportunity employer.


Sample Resume

(Note: The ideal resume will clearly fill the list of the employers needs as italicized above)
Tips: 

*Any information which does not relate to the position may distract future employers.

*Try not to exceed one page.

*Use this opportunity to show your expertise with computer literacy and communication.

*Don’t forget spell check.



Joe Nemeth


1461 N. Taylor Ave, Baylor, WA 98888 ▪ Ph 360-555-1212 ▪ Cel 360-412-1212 ▪  joenemeth@home.com





PUBLIC RELATIONS SPECIALIST





▪	Implementation Specialist


▪	Community Forum Speaker


▪	Recipient of Stellar Leadership Award





Experience:


Responsible for conducting open forum on plans to replace existing pipeline 


Researched reaction to the projected impact on division residents 


Reviewed professional evaluations on several concurrent projects


Prepared distribution documentation 


Communicated the organization's plans to city managers 


Responsible for communicating projected impact  


Assisted in the identification of public concerns


Evaluated the level of accurate understanding and support of the public


Determined causes of attitudes and behaviors of public


Planned and released statements to the media  


Developed plan to gain community support for project





Employment History:


08/96 – 08/06 	Field Technician		US Air Force	US and Int’l


04/94 – 06/96	Lead Sales Person		Firestone, 	Layton, TN





Education:


09/94 – 06/96	Layton CC			Degree 		AA 





References Available Upon Request

















