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How to Guide:

Header: Name, location (town and
state), phone number, and
professional e-mail address.

Summary: A 2-4 sentence
statement at the beginning of

a résumeé that highlights
professional skills and experience.
This gives hiring managers a glimpse
into your expertise before diving
into your résumé. Include what you
are currently doing, what your top
skills are, what youtre passionate
about, and what youire seeking.

Skills and Qualifications: Showcase
specific hard and soft skills and
emphasize abilities required to
succeed in the role.

Education: Name of institution,
exact name of degree/certification,
month and year of graduation or
anticipated, and GPA if 3.0 or higher.

Professional Experience: Be
specific! Employers want detailed
statements and descriptive duties.
Your experience should include
position title, organization name,
organization location, timeframe you
worked, and responsibilities and
achievements. Within responsibilities
and achievements, add numbers and
percentage points. Metrics add value
to your experience and their impact.
You may also include volunteer
experiences, field experiences, co-
ops, internships, summer
employment, and research as
applicable. If you have had non-
related jobs focus on the
transferrable skills you have gained
through your experience. Lastly,
focus on work within 15 years and if
you have a lot of experience limit it
to what is most relevant for the job

Additional Category: Professional,
educational or organizational
involvement and leadership




