
	First Name Last Name
Address · Phone	Comment by Author: Modern recommendations are to only put your city and include (willing to relocate/commute) when relevant	Comment by Author: Make sure your voicemail is set up. Use a Google Voice or similar number if needed.
Email · LinkedIn Profile · Twitter/Blog/Portfolio	Comment by Author: Make a job-seeking specific email if needed.	Comment by Author: Only if you are actually using your LinkedIn – have you completed that profile and are active on the site? Otherwise, do not include it.	Comment by Author: Only include these if they are work appropriate, relevant, or directly connected to your skills, experience, education, and/or activities

	A career objective or summary goes here. An objective is best when you do not have much experience; a summary is better when you do. Keep it short, no more than two sentences, and match your verbs and technical terms to the job description.


Skills	Comment by Author: Particularly if you feel your experience or education is lacking, you can put your Skills here and focus on responding directly to the job description.
	These tend to be technical, “hard skills”
When able, focus on this type
Include certifications

	If you include soft skills, use the job’s exact terminology
Use the verb = result formula for both hard and soft skills when able


Experience	Comment by Author: Your ordering of experience and education depends on the field you are working in and where you think your most relevant strengths lie. 

For example, if you think your education and its focus shows you are a good candidate more effectively than your experience does, put that first. 

It is more typical to put experience first. 
	Dates From – To
Job Title, Company, City
Use short, direct sentences.
Like the skills, try to use verb = result formula.
Use terminology that matches the job ad description.

	Dates From – To
Job Title, Company, City
Use short, direct sentences.
Like the skills, try to use verb = result formula.
Use terminology that matches the job ad description.

Dates From – To
Job Title, Company, City
Use short, direct sentences.
Like the skills, try to use verb = result formula.
Use terminology that matches the job ad description.

Dates From – To
Job Title, Company, City
Use short, direct sentences.
Like the skills, try to use verb = result formula.
[bookmark: _GoBack]Use terminology that matches the job ad description.


Education	Comment by Author: Most recent to oldest. Include your current degree program. List your graduation date as “Anticipated Graduation Date:”
	Month Year	Comment by Author: Date range of attendance. If still enrolled, write “Start Year-Current.”
Degree Title, School, city
Graduation Date:
GPA:
Relevant Coursework:	Comment by Author: Include any course that appears to cover skills and knowledge relevant to the job. List them from most relevant to least relevant. Give a short description if it can include verbs and terminology from the job description.

	Month Year	Comment by Author: If your high school was your last degree completed, include it.
Degree Title, School, City
Graduation Date:
GPA:
Relevant Coursework:



Activities	Comment by Author: Only include this section if the job appears to want additional, non-educational or work-related leadership or relevant life experience. Keep it direct and treat it like your experience section. 

	Month Year
Activity, city
Description

	Month Year
Activity, CITY
Description
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