Guidelines for writing an American Style resume 

To continue the application process for a program in the US, you need to write an American resume. This will be forwarded to you Sponsor in the United States, and will give the Personnel Director a first impression of you. Therefore, it is extremely important that the resume is written in a clear and brief way, according to American standards. 

Write your resume according to the format below and give relevant, detailed information, especially about your education and work experience. Please do not use any table formats for lay out purposes, and use bullet points rather than paragraph format when applicable.  Save the resume under the name “resume (your name).doc” and send it as a word attachment by e-mail together with a scanned picture.  Should this not be possible you can also send everything by mail saved on a 3.5” disk (Microsoft Word 7.0). 
Name and Address: This should not be too small or too large. Your name should be centered at the top of the page in bold lettering. Acceptable font sizes for your name are between 14 and 16. Your address should appear in a smaller font size, for example: 11 or 12.  Be sure to include your full contact information such as your current address, contact numbers, and e-mail address. Check your contact details to ensure that all the information is correct. You do not want the employer to have the wrong contact information.

Objective: This is a statement of purpose that defines your goal. It should be short, specific and to the point, not more than one or two lines. Its purpose is to give a clear picture to the reader the position that you are seeking, including the occupation, industry and level of responsibility.  The objective must not be weak, unclear, or vague. It must be a statement reflecting what you can do for the employer, not only what you want from them. It is also very important for there to be an obvious connection between your stated objective and the rest of the details included in your resume.

Education: Only state relevant Education (do not include high school). If you are still in school, give the expected date of graduation.  List your educational background in order, beginning with the most recent ones listed first.

Please make sure to include the following information:

· The full name of the institutions you attended, location and dates of attendance (month and year)

· The degrees/diplomas received. If more than one was awarded at the same institution, list the most recent first

· Other major academic scholarships and awards, additional relevant training, certificates and licenses and any courses that support your stated objective or the position you are applying for

Experience: Only describe relevant work Experience including internships. Give the company’s name and location, the position you worked in, and the related time frame (month and year). Give a brief description of what your activities at the company involved and any achievements such as employee of the month awards, promotions, etc. List experience in chronological order, most recent experience listed first.  Do not list your reason for leaving a job in your resume.
Skills: In this section state language & computer skills. If applicable, name any additional skills that are relevant to your area of interest & the position that you are applying for.

Activities: Describe here any extra-curricular activities that are relevant to the industry and to the specific training program you are applying for.

References: It is not necessary to include a listing of professional References in your resume. Remember that it is important for your resume to be brief and to the point. It may be more useful to include a brief statement such as References are Available upon Request. In some cases this section of the resume can even be left out. 

For more helpful tips and guidelines, please visit www.tbabrasil.com.br 

See an example resume below!

Name

Street Name 123
1111 Maastricht
The Netherlands

Tel:
+55 55 555 5555
Email
candidate@hotmail.com
OBJECTIVE

To contribute strong customer service skills and experience within a business hotel by participating in a Rooms Division career program in the role of Supervisor.

EDUCATION


XXXX Hotel School, Maastricht, The Netherlands



September 2002 - May 2006
Bachelor degree in Hotel Management 
· Relevant courses: Hotel management, Financial Management, Food & Beverage Management, Rooms Division Management, Marketing and financial accounting, Business Law
EXPERIENCE 


XXXX Hotel, Maastricht, The Netherlands




June 2006 - Present
Front Desk Supervisor
· 4 star, 1,365 room business hotel

· Assure smooth operation of the front desk through the supervision of 8 Front Desk Agents

· Ensure that quality standards are met during the check-in and check-out of guests, handling of all guest complaints, following up on guest requests, and handling of VIP guests.
Hotel ABC, Maastricht, The Netherlands




September 2003 – June 2006 

Front Office Agent

· 4 star, 227 room luxury hotel, part of XYZ Hotel Group 
· Responsible for check-in and check out of all guests, answering phones, maintaining and balancing a bank, and accepting after hours reservations
· Ensured that all guest problems are resolved by using the guest response program procedure

· Handled several mystery calls from the corporate office and achieved high results

XYZ Resort, Sea Island, FL, USA 





May 2003 - August 2003
Food and Beverage Intern

· Participated in the Summer Work and Travel Program at this 3 Diamond, 550 room hotel
· Worked in the restaurant, bar, room service, and banqueting areas of the hotel. 

· Responsible for completing banqueting set-ups, preparing of bar snacks in the kitchen, and acting as server for lunch and dinner service in all restaurant and room service outlets

SKILLS

Language

· Fluent in Dutch and English languages
· Intermediate Spanish speaking and writing skills

Computer

· Experience with Microsoft Word, Excel, PowerPoint, Access, FrontPage, Fidelio Front Office, Micros

REFERENCES


References are available upon request

