FIRST NAME  LAST NAME
City, State   ·   Phone Number   ·   Email Address   ·   LinkedIn Profile URL

PROFILE
Briefly describe yourself and your career goal. Include academic or work accomplishments and interests related to your career goal.
Write 2–3 sentences here. Example: Dedicated student majoring in [Field] with an interest in [Area]. Seeking a position to build [Skill] and gain practical experience in [Industry].

EDUCATION
List your highest level of education first, in reverse chronological order. Include your major, GPA (if 3.0 or above), and relevant coursework.
Your College or University	City, State
Associate Degree in [Major]	Anticipated May 20__
GPA: ___ (include if 3.0 or above)
1. Honors/Awards: Dean's List, honor societies, scholarships
1. Relevant Coursework: List up to 4 courses related to your field

SKILLS
Focus on specific skills you have gained through work, school, or life experience. Include technical skills, languages, and soft skills.
1. Computer Skills: List programs you are proficient in (e.g., Microsoft Office, Google Suite, Canva, social media platforms)
1. Language Skills: List languages you are fluent or proficient in
1. Other Skills: List other relevant skills or strengths (e.g., time management, teamwork, customer service)

WORK EXPERIENCE
List your work experience in reverse chronological order — most recent first. If you have limited work experience, include volunteer roles or extracurricular activities.
Name of Employer	City, State
Job Title	Month Year – Month Year
1. Use action verbs to describe your accomplishments. Include what you did, how you did it, and the result. Try to include numbers (e.g., Assisted 30+ customers daily).
1. Describe a key responsibility or achievement from this role.
1. Describe another responsibility or achievement from this role.
Name of Employer	City, State
Job Title	Month Year – Month Year
1. Use action verbs to describe your accomplishments. Include what you did, how you did it, and the result.
1. Describe a key responsibility or achievement from this role.
Name of Employer	City, State
Job Title	Month Year – Month Year
1. Use action verbs to describe your accomplishments. Include what you did, how you did it, and the result.
1. Describe a key responsibility or achievement from this role.

HONORS AND CERTIFICATIONS
Include any relevant awards, honors, or certifications here. Not sure what to include? Ask Career Services.
1. Example: Dean's List, Spring 2024
1. Example: CPR Certified, American Red Cross, 2023

VOLUNTEER EXPERIENCE
Include volunteer roles, community service, or extracurricular activities. These show employers your values and transferable skills.
Name of Organization	City, State
Your Role or Title	Month Year – Month Year
1. Describe your contributions and any accomplishments in this role.
1. Include the impact of your work where possible.
