Newly Graduated Professional Resume Template
Address, City, State, Zip ▪ 512-555-5555 ▪ email@email.com


SUMMARY OF QUALIFICATIONS
· More than two years of related work and internship experience
· Three years customer service experience in various settings
· Experienced manager, training and supervising staff for a small business
· Proactive leader and communicator, organized and with attention to detail


EDUCATION


Exact Title of Degree, as listed on Diploma	Graduation: Month, Year
Texas State University, San Marcos, Texas
Minor: (if applicable)
Overall GPA or GPA in Major: (Either or both, if above 3.0)
Relevant Coursework: Be sure to list a selection of your upper division coursework that will most likely interest a prospective employer.


HONORS and CERTIFICATIONS	Dean’s List? - Include any semesters awarded
Possible Scholarships? - Type and year awarded
Any Certifications? - Training related to new job

RELATED PROFESSIONAL EXPERIENCE
Internship, Business or Organization, City, State	Month Year - Month Year
· Summarize the internship duties for which you were responsible.
· Be sure to connect the dots between this experience and your new intended job.
· Cite two or three accomplishments during your time there. Be specific.
Other Related Position, Business or Organization, City, State	Month Year - Month Year
· Often, this will be a volunteer or student organization, related but unpaid.
· How did your work with the organization contribute to your knowledge of the field?
· Which of your duties developed you professionally?

OTHER WORK EXPERIENCE
· Cite a couple of other jobs, though unrelated, but illustrate your work ethic?
· Each of these jobs can fit on one line, no bullet-pointed duties needed.

ACTIVITIES
Member/Officer, Student or Professional Organization – Year or years involved Volunteer Experience, Volunteer Organization – Year or years involved Relevant Hobby or Pastime or Sport
