SECID Resume Format


Name

Contact information

Key Qualifications

Information you should include: Type of expertise, number of years of experience, past responsibilities related to position, regional experience, and language capabilities.

Education

Start with most advanced degree/coursework first. Provide information on trainings only when relevant or significant for position applying for. Include the Degree, field, date, institution, and location.

Professional/Consulting Experience

Start with your most recent employment. Provide all information outlined below.


Position Title, Organization, Dates of employment.
In paragraph format, provide details about your important activities, the sectors you worked in, your responsibilities, and your achievements. Where possible, provide numbers that will support the claims made – for example: Managed a staff of 50 and a project budget of over $12 million. 

Language Capabilities

List your native language/mother tongue first

List other languages providing level of fluency (fluent, advanced, basic) or Foreign Service ratings, if known.

Geographic Experience

Provide a summary of the regions and countries where you have professional experience. For example: LAC – Mexico, Guatemala, Colombia, Paraguay, Cuba

Additional Technical Skills

If you have additional technical skills that qualify you for a posting, please list them here. These may be things that you were unable to fit in the responsibilities listed above. 

Citizenship: List your citizenship(s)  
Selected Publications/Professional Affiliations/Honors

Provide this information if it is particularly relevant and supports your application for a position.

References
Provide the names, relationship and contact information for three references
Availability

List your dates of availability – if known. 
Preferred Assignment

Short-term or Long-term assignments; Field or Home-based
�Mailing address, phone numbers and e-mail


�In one or two paragraphs you should summarize the expertise, skills, regional experience and other professional qualifications that make you qualified for this position. This is where you have the opportunity to sell yourself. Use active voice and state concrete activities linked directly to the type of position you are applying for.





