INSERT YOUR NAME

                                                                                 1234 Street                                                                            (515) 555-5555                                                                                                           
         City, ST 52XXX                                                                 email@dbq.edu


SUMMARY OF QUALIFICATIONS
 

· Self-motivated team player with over (#) years experience in…

· Familiarity with…

· Strong record of…

· Knowledgeable in areas such as…

· Ability to work in…

EDUCATION 

University of Dubuque, Dubuque, IA 






Graduation Date
Title of Degree, Title of Major







GPA
 

LICENSES / CERTIFICATIONS 

· List License or Certification






Date  

· List License or Certification






Date 
· List License or Certification






Date 
CAREER  RELATED EXPERIENCE
 

Company, Town, XX                      






Month Year - Present 
Job Title 

· Describe your role, accomplishments, contributions, training received, skills developed or enhanced

· You want at least 2 bullets per job description. Focus on results of your efforts, not tasks of the job

· Start each sentence with an action verb. Do not use “I, my, me, myself” in a resume. Use numbers whenever possible

Company, Town, XX                     






Month Year - Month Year 
Job Title 

· Describe your role, accomplishments, contributions, training received, skills developed or enhanced

· You want at least 2 bullets per job description. Focus on results of your efforts, not tasks of the job

· Start each sentence with an action verb. Do not use “I, my, me, myself” in a resume. Use numbers whenever possible

Company, Town, XX                     






Month Year - Month Year 
Job Title 

· Describe your role, accomplishments, contributions, training received, skills developed or enhanced

· You want at least 2 bullets per job description. Focus on results of your efforts, not tasks of the job

· Start each sentence with an action verb. Do not use “I, my, me, myself” in a resume. Use numbers whenever possible

INVOLVEMENT

Organization                      







Month Year - Month Year
Your Title
· Describe your role, accomplishments, contributions, training received, skills developed or enhanced

· Can use 1-2 bullets per involvement, but if the involvement is implied in your title,  you do not need to add a bullet

�To remove these comments boxes from this resume, right click on this box, and hit “delete comment”.





DISCLAIMER: Please use this example only as a guide to building your own resume. Your resume should be unique to you! 





If you chose to use this resume format, do something to change it slightly: Change the font, change the heading titles, mix and match elements from a different resume. 





Also, don’t assume that since this example has a particular section, that you must put it in your resume. 





For example, some students will have more relevant involvement or work experiences to the job they are applying for. Because of this, that student may want to take out the coursework section and replacing it with a larger involvement or work section.  Or, say your major doesn’t require advanced computer skills beyond Microsoft office. Consider taking that section out and replacing it with something else more relevant. 





The only way to ensure you are highlighting your most qualifying features, is to set up an appointment with career services to review your work, involvement and educational experiences. To do so, contact � HYPERLINK "mailto:career@dbq.edu" �career@dbq.edu�





�A summary of skill section highlights your top skills according to the position you are applying for. This section should be updated for every position you apply for and according to that particular job description . This section oes not work for those who do not have a lot of career related experience. No more than 5 bullets


 


Below  are some more lead in statements:


Dedicated to...


Exceptional ability to....


Motivated professional with strong skills in...


Knowledgeable in areas such as....


Thorough understanding of…


�


If your GPA is above a 3.0, it should appear on your resume. If below a 3.0, consider working with your faculty advisor to calculate your “Major GPA” (Core classes for your major). Chances are, that GPA is higher than your overall GPA. You would then write out “Major GPA: 3XX”


�Depending on the amount of relevant experience you have pertaining to your career area, you could change this heading to “Career Related Experience” Any non-career related experience can go under a section titled “Other Work Experience” Otherwise, you can put it in one section titled “Experience”


�Athletic, volunteer, service learning, clubs, organizations, memberships, etc, can all go under this section. This is an important section because employers like to see students who are involved on campus and in the community.


�TIP: YOU SHOULD TRY TO STRIVE FOR A ONE PAGE RESUME. 





Having trouble keeping it to one page? Reduce your font as small as 10. Reduce your margins as small as .5 and consider using columns when possible. You can also reduce the spacing between each section





