
Your Name Here 
Street Address, City, State Zip 

(Area Code) Phone Number and e-mail@e-mail.com 

[Remember: this is just a generic sample. Your resume is a very personal document that might have many 

variations from the information listed below. Even if you use these resume tips, you should still seek the advice 

of a Career Consultant before finalizing your resume.] 

Objective 
Write one or two short, simple statements that state which position you are applying for and what skills you have that 

you plan to utilize in that position. Be as specific as possible while keeping your statements brief. This should serve as a 

summary that shows the employer what purpose your resume is going to serve. 

Education [List all of your degrees in reverse chorological order. You do not have to add degrees that are irrelevant to 

your objective.] 

Type of Degree in Type of Major GPA: #.# / 4.0 [suggested to be on here if 3.0 or higher]              Graduation Date 

Name of school            City and State of school 

[If you do not have any work experience that pertains to the job you are seeking you may want to add a ‘Relevant Course 

Work’ section to list specific classes you’ve taken (along with projects you’ve completed to show skills you may have 

learned) that may benefit you at your new position.] 

Relevant Experience [You can tie any related work experience into this section, including internships.] 

Job Title               Month and Year to Month and Year  

Company                     City and State of company 

 List successful accomplishments and responsibilities in short, concise statements 

 Start statements with powerful action verbs. Use present-tense verbs for current employment and past-tense 

verbs for previous employment 

 Include accomplishments and responsibilities that relate to the job you’re seeking. Provide quantifiable data 

when possible 

Skills [Use this section if you have little to no experience that pertains to the job that you are seeking.] 

 Skills to include may be computer-based, foreign language proficiencies/fluencies, machinery skills, special 

certifications, and more. They can also be special skills that will help you on the job 

 Some abilities, like good communication skills or attention to detail, can apply to any job 

 ‘Hard Worker’, ‘Team Player’, and ‘Responsible/Reliable’ are considered opinions without quantifiable or 

qualifiable proof, and suggested to be left off a resume 

Activities / Honors 

 Consider all areas of your professional, academic, and social life 

 List activities & memberships that apply most directly to the job first. Include clubs, organizations, committees, 

leadership positions, volunteer activities, semester honors, dean’s list 

 Avoid putting down personal interests and hobbies. They may have a negative impact on the decision to offer 

you a job 

Additional Employment [This section is for non-relevant employment. The general rule of thumb is to go 10 years back 

on experience.] 

Job Title                   Month and Year to Month and Year 

Company                     City and State of company 

Note: Extra tips appear in 

[brackets]. Do not type 

these into your resume. 

More Tips: 

 Do not include ‘References available upon request.’ You will most likely be asked for references in an interview by an employer 

 Format your resume using easy-to-read text 

 Do not use graphics, decorative elements, or a personal photo.  


