[Name]	Comment by Author: This document is formatted at 1” margins on all sides. If you are running out of space, you can change it to 0.5”DO NOT adjust margins past .5"
Contact Information | Phone Number | Email Address	Comment by Author: Include at least two ways to contact you (email, phone, address, etc). If you include your phone number, make sure you have a professional-sounding voicemail greeting set-up. Some students also include their linkedin address and Gallup strengths here. If you include an address, city/state is enough info. Including a full address can be a privacy issue when your resume is posted on job boards.

SUMMARY OF QUALIFICATIONS 	Comment by Author: A summary of qualifications should include 3-5 bullet points that highlight your biggest accomplishments and the professional experience/skills you will bring to the position. Only include a summary of qualification if you have 5+ years of experience.	Comment by Author: The goal of a summary of qualifications is to show the value you’d bring to that position. While writing your summary, make sure to use bulleted lists detailing what you did, how you did it, and the outcome/why you did it. Assume that the person reading your resume will only read the summary of qualifications. 
· 
· 
· 
· 

PROFESSIONAL EXPERIENCE	Comment by Author: You can also use a different heading if this does not apply to you. For example, if you studied abroad, you might want to change this section to “Leadership Experience.” 

Organization Name • location 	month year – month year	Comment by Author: If you receive a promotion, you can format it like this. 
Title
· [description, action verb + what + how + why]	Comment by Author: Often the most difficult part of writing a résumé is describing what you have done at each job you’ve had. People sometimes sell themselves short by giving too brief, overly-simplified descriptions of their job duties. 

Your bullet points should focus on your achievements, rather than your everyday tasks. 

The following exercise can help you craft detailed descriptions. 

Start with a strong action verb + what you did + how you did it + why or the end result of what you did = 1 bullet point. 	Comment by Author: To highlight your achievements, include quantifiables (or numbers). For example: 
“Led a team of five volunteers to organize a community fundraiser, raising $10,000 to support local charities”
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]
	
Title	month year – month year	Comment by Author: When you are changing careers, it is okay not to list every job you have worked. Instead, you should focus on the jobs that are the most relevant to the position that you are applying to. If you are currently in a position, list that at the top; however, focus on relevance when listing your jobs rather than in reverse chronological order. 
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]

Organization Name • location 	month year – month year
Title 
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]	

SKILLS	Comment by Author: Skills listed should be technical skills, such as Microsoft Office. These are skills that are most useful in the industry you are in. 
Industry tools:
Languages: 	Comment by Author: When listing the languages you can speak, it is best practice to include your proficiency level 

VOLUNTEER EXPERIENCE	Comment by Author: You can list any volunteer experience such as Parent Teacher Association, activities where professional skills (budgeting, organizing events) are utilized. 
[bookmark: _Hlk153456315]Organization Name • location 	month year
Title	
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]

Organization Name • location 	month year
Title	
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]

EDUCATION	Comment by Author: Always list degrees by highest to lowest (PhD, Masters, Bachelors, Associates). Make sure for each degree you have the following info: institution name, location (city, state), degree name, graduation date (month year).	Comment by Author: If you are concerned about ageism when applying for positions, you can leave the date your degree was awarded off of your resume. 	Comment by Author: Your education section can be at the top of your resume if:
- you are currently pursuing the degree.
- recently graduated within the last few years.
- your degree is relevant to the position you are applying for.

Your education section can be at the bottom of your resume if:
- your degree does not related to the career industry you are applying for.
-your degree was not recently awarded within the last few years.
-you have more relevant work experience over education.	Comment by Author: If you have other education expereinces, outside of your degree, you can add an additional subheading labeled “certifications and trainings” to include industry-specific credentials
Institution Name • location                                                            	[month year]	Comment by Author: If you attended multiple institutions, make sure to only list the ones where you recieved a degree.

If you are currently in school, you can list the institution and your expected graduation date.

[Degree Name]
[minors, certificates, concentrations, etc.]
