Your Name

Street Address   |   City, State Zip code   |   phone number   |   email address
Objective (optional)
Short, focused phrase describing type of work desired (can be a job title)
Profile (optional)
· 3-5 bulleted phrases briefly listing your top qualifications

· Top qualification

· Top qualification

· Top qualification

Relevant Experience
Name of One of Your Top Strengths or Skills
· Pick a strength you possess that is extremely relevant to the position you’re applying for (examples: Leadership Experience, Public Relations, Programming Experience)

· Include several bulleted phrases describing ways you have utilized the skill in your previous employment, internships, or volunteer experience

· Begin phrases with action words (achieved, coordinated, built, completed, directed, etc.)

Another Top Strength or Skill
· Pick a strength you possess that is extremely relevant to the position you’re applying for (examples: Entrepreneurship, Intercultural Communication, Graphic Design)

· Include several bulleted phrases describing ways you have utilized the skill in your previous employment, internships, or volunteer experience

· Begin phrases with action words (established, implemented, introduced, recruited, etc.)

Another Top Strength or Skill
· Pick a strength you possess that is extremely relevant to the position you’re applying for (examples: Research and Writing, Management/Project Coordination, Event Planning)

· Include several bulleted phrases describing ways you have utilized the skill in your previous employment, internships, or volunteer experience

· Begin phrases with action words (researched, trained, supervised, verified, etc.)

Work History
Most Recent Job Title, Organization Name, City, State




Dates

Second Most Recent Job Title, Organization Name, City, State



Dates

Third Most Recent Job Title, Organization Name, City, State



Dates

Fourth Most Recent Job Title, Organization Name, City, State



Dates

Education and Training
Include additional training and further education since GC



Grad Year

Bachelor of Arts in Your Major
Goshen College, Goshen, IN







Grad Year
Optional Additional Category
· Name your own category to strengthen your resume; for example: Volunteer Experience, Licensure/Certifications, Awards, Memberships, Publications/Presentations, International Experience, etc.

· Include several bulleted phrases describing your category
· Include several bulleted phrases describing your category
