Your Name
City, State | Email | Phone Number
Professional Summary
This is a short, one to three sentence summary that highlights who you are, what you do, and why you’re a strong fit for the job. Give a quick overview of your qualifications and is especially useful when you have limited experience or want to tailor your resume for a specific position.

Skills
Skills listed in the section should be applicable “hard” skills such as research and analysis, technology, computer, finance, foreign language, project management, writing, art and design, certifications 
· Proficient in Microsoft Office Suite, Google Drive Applications, QuickBooks, Social Media Management
· Data mining, data engineering, data and metrics reporting, diagnostics
· Proficient in Japanese, Spanish
Note: Soft skills, such as communication, teamwork etc., should be integrated into bullet points under positions

Education
List your current college/university information. Do not list high school. Only include transfer institutions if you received a degree. Include study abroad university if you had this experience.
  
Lakeland University | Plymouth, WI								                  Month Year
Bachelor of Science/Art: Major (i.e. Accounting)			                   Only include if above 3.5 GPA X.XX/4.00
· Minor(s) if applicable
· Relevant coursework to the position you are applying for (Optional)
· Honors, awards from university 

Study Abroad University| City, Country						      Month Year – Month Year
· Coursework in ________

Experience 
List paid and unpaid experience such as jobs, internships, volunteer activities, and student organizations (when more than just a member). List positions in reverse chronological order (according to end date) for each section. If crunched for space, include most recent and relevant positions to what you are applying for.

Position Title | Company/Organization | City, State 				      Month Year – Month Year
· Describe your responsibilities, achievements, skills, and resulting outcomes in bullet form
· Begin each line with an action verb and include details that will help the reader understand your accomplishments, skills, knowledge, abilities, or achievements. 
· Included outcomes and quantitative data if applicable (e.g. managed $2.5 million accounts, increased sales by __%, taught classes containing 30 students etc.)
· Do not use personal pronouns (me, we, I); each line should be a phrase instead of a full sentence
· List at least 3 bullet points; list same number of bullets for each experience under the same header

Involvement
List memberships in student clubs, organization, or teams and professional affiliations such as student chapter of professional organizations or societies

Organization | City, State								      Month Year – Month Year
· Begin each line with an action verb and include details that will help the reader understand your accomplishments, skills, knowledge, abilities, or achievements


Always submit a PDF copy of your resume unless requested in a different format by employer.
Save in an editable version to update!

