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Your Name in 18 - 24 Point, Bold
City, State, Zip Code • 512.555.5555 • E-mail@gmail.com
OBJECTIVE
Seeking type of position with type company, location, utilizing skills in… (optional section - fill in the blanks)
SUMMARY OF QUALIFICATIONS	
List 4 to 5 of your most relevant qualifications in statement form
Be prepared to illustrate these qualities in an interview. Some examples:
Experienced shift manager, supervising 5 staff in a small business operation Pro-active leader and communicator with strong attention to detail Demonstrated ability to seek answers and conceptualize the big picture
EDUCATION	

Exact Title of Degree, with an Emphasis in Area
Texas State University, San Marcos, Texas
Minor: (Optional)
Overall GPA and/or GPA in Major: (Optional)

Month and Year of Graduation

Relevant Coursework: (Optional - list by class name and not class number): 	, 	,
	, 	,
HONORS	
Dean’s List: List number of semesters
Include any Scholarships, Honor Societies, etc.	Year(s) Awarded
EXPERIENCE	

Position Title in Bold
Name of Business or Organization, City, State

Month (abbreviate if needed) Year - Month Year

Offer additional knowledge, skills, accomplishments and abilities to supplement the information include in your cover letter or summary (if used)
Focus on skills/accomplishments/results, not just job duties
Provide as much detail about your responsibilities as possible and quantify information when able as well

Position Title in Bold
Name of Business or Organization, City, State

Month (abbreviate if needed) Year - Month Year

Offer additional knowledge, skills, accomplishments and abilities to supplement the information include in your cover letter or summary (if used)
Focus on skills/accomplishments/results, not just job duties
Provide as much detail about your responsibilities as possible and quantify information when able as well
ACTIVITIES/ INVOLVEMENT/ VOLUNTEERISM	

Position Title in Bold (e.g., Member / Officer / Volunteer)
Name of Organization, City, State

Month (abbreviate if needed) Year - Month Year

Provide as much detail about your responsibilities as possible and quantify information when able as well Focus on skills/accomplishments/results, not just duties
