HOW TO USE THIS TEMPLATE:  Replace everything in [brackets] with your own information. Delete any sections or bullets that do not apply to you. Need more space? Copy and paste any section to add it again (for example, if you have more jobs to list). Need less space? Just delete any section that does not apply to you. Arrow notes (►) are instructions — delete those too before saving your final resume.

[FIRST NAME]  [LAST NAME]
[City, State]  ·  [(401) 000-0000]  ·  [email@email.com]  ·  [LinkedIn URL — delete if you don’t have one]

PROFILE
► Write 2–3 sentences about yourself, your career goal, and your key strengths..
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 most recent education first. Include GPA only if 3.0 or above. Add relevant coursework if it strengthens your application.
[Name of College or University]	[City, State]
[Associate/Bachelor’s Degree in [Major]]	[Anticipated May 20__]
GPA: [___] — delete this line if below 3.0
1. Honors/Awards: [Dean’s List, honor societies, scholarships] — delete if not applicable
1. Relevant Coursework: [Course 1], [Course 2], [Course 3], [Course 4] — list up to 4 courses and relevant projects

SKILLS
► Replace each line with your actual skills. Edit/delete any category that does not apply to you.
1. Computer Skills: [Microsoft Office (Word, Excel, PowerPoint), Google Suite, Canva — add or remove as needed]
1. Language Skills: [Language — Fluent / Proficient] — delete this line if not applicable
1. Technical Skills: [Tools, software, equipment, or certifications relevant to your field]
1. Other Skills: [Time management, teamwork, customer service, communication — edit as needed]

WORK EXPERIENCE
► List jobs in reverse order — most recent first. Start each bullet with an action verb. Describe what you did, how you did it, and the result. Add or remove job blocks as needed.
[Name of Employer]	[City, State]
[Job Title]	[Month Year – Month Year]
1. [Action verb + what you did + how you did it + the result. Example: Assisted 30+ customers daily with product inquiries, improving satisfaction scores by 15%.]
1. [Describe a key responsibility or achievement from this role.]
1. [Describe another responsibility — delete this line if not needed.]
[Name of Employer]	[City, State]
[Job Title]	[Month Year – Month Year]
1. [Action verb + what you did + how you did it + the result.]
1. [Describe a key responsibility or achievement from this role.]
1. [Delete this line if not needed.]

[Name of Employer — delete this entire block if you only have two jobs]	[City, State]
[Job Title]	[Month Year – Month Year]
1. [Action verb + what you did + how you did it + the result.]
1. [Describe a key responsibility or achievement from this role.]

HONORS AND CERTIFICATIONS
► Include awards, honors, or certifications. Delete this entire section if not applicable.
1. [Award or Honor Name, Year — Example: Dean’s List, Spring 2024]
1. [Certification Name, Issuing Organization, Year — Example: CPR Certified, American Red Cross, 2023]
1. [Add more or delete lines as needed.]

VOLUNTEER EXPERIENCE
► Include volunteer roles, community service, or extracurricular activities. Delete this entire section if not applicable.
[Name of Organization]	[City, State]
[Your Role or Title]	[Month Year – Month Year]
1. [Describe your contributions. Start with an action verb and include the impact where possible.]
1. [Describe another contribution or delete this line if not needed.]
