First Last
City, State | email | phone number [Summary is OPTIONAL] Brief statement, no more than two lines, introducing your intent.
Experience

Organization	City, State
Position Title	Month Year – Month Year
· Start with your most recent position and describe your experience, skills, and any essential information in bullet form.
· Begin lines with an action verb and include details to explain your accomplishments, knowledge, and abilities within the context of the roles you are applying for.
· Use statistics and numbers; avoid first person pronouns; end sentences with a period.
· Pay attention to tense: use present tense for current positions and past tense for previous ones.

Organization	City, State
Position Title	Month Year – Month Year
· With your next-most recent position, follow a similar format; this should be past tense.
· Pay attention to the number of bullets: not every position needs more than two to three bullets; use more bullets for your most recent roles. Do not have bullet points for one role compose most of the page.
· Remember to update early roles as you progress through your career. Is your tone consistent?
Position Title (Month Year – Month Year)
· To indicate promotions and/or multiple positions within the same organization, keep the dates for each individual title in parentheses to the left. Indicate the overall time at the organization without parentheses on the top right.

Organization	City, State
Position Title (Contract and/or Part-time)	Month Year – Month Year
· Indicate any contract/temporary work and part-time as such, especially when your resume has concurrent roles.

Volunteer and/or Additional Experience

Organization	City, State
Role	Month Year – Month Year
· This section can be formatted similarly to the Experience section, or you can omit descriptions altogether.
· In this section, include any volunteer work or relevant activities.
· If you are more tenured, you can note numerous early career experiences here without descriptions for each role.

Education [OPTIONAL: add & Certifications if any]

University	City, State
Degree, Major. GPA [OPTIONAL]	Graduation Date
Thesis [if applicable]
[Any awards, honors, clubs, and study abroad can also be listed here.]

Professional Certification	Completion Date

Skills

Technical: List computer software and any essential skills to the positions you are applying for.
Language: [OPTIONAL] List any foreign languages and your level of fluency.
[bookmark: Resume_101_&_Hawthorne_Lane_Template][bookmark: By:_Kiera_Jevtich]Interests: [OPTIONAL] List relevant interests to your search or good conversation starters.
