Name

Address * City, State Zip

Phone * Email

Objective


Statement of your immediate goal for employment that is related to the job you are applying for.

Education

Name of School - City, State



                              



    Year

Name of Degree

Certification


Name of certification





                  



     Year

Certification number (if available)
Externship


Name of Externship Site/Company - City, State



    
                               Year


Position Title

· Bulleted list of skills performed at externship
· List should contain several bullet points

· Career Services may suggest changes to list as resume is reviewed
SPECIALIZED TRAINING
· Bulleted list of skills related to field
· Two columns may be needed
· Career Services will advise on how to format
Experience


Name of Business/Company - City, State




        

        Year/Year


Position Title
· Bulleted list of accomplishments, if several accomplishments are connected, separate with a comma (ex: Handled money, served customers)

· Each bullet point should start with a past-tense action verb

· Ex: maintained, supervised, completed, assisted, etc.

Name of Business/Company - City, State




        

        Year/Year

Position Title

· Bulleted list of accomplishments

· May have 3-5 bullets for each position

· Career Services may suggest changes to how your lists are formatted

Professional Memberships


Name of Organization









                  Year

Awards Received


Name of Award



Location award was earned



     Year


Ex: Honors Award



Stautzenberger College




      2011

*If you do not have information available for a particular section, do not list that section*
*Remember to list education and experience from most recent information to oldest information*

*Education section should contain year of graduation only, no year range and no words like “expected”*

