[Name]	Contact Information	Comment by Author: This document is formatted at 1” margins on all sides. If you are running out of space, you can change it to 0.5”DO NOT adjust margins past .5"	Comment by Author: Include at least two ways to contact you (email, phone, address, etc). If you include your phone number, make sure you have a professional-sounding voicemail greeting set-up. Some students also include their linkedin address and Gallup strengths here. If you include an address, city/state is enough info. Including a full address can be a privacy issue when your resume is posted on job boards.
Other Header Information

EDUCATION	Comment by Author: Always list degrees by highest to lowest (PhD, Masters, Bachelors, Associates). Do not list your high school education information. Make sure for each degree you have the following info: institution name, location (city, state), degree name, graduation date (month year).
Institution Name • location	Anticipated Graduation: [month year]	Comment by Author: If you haven’t graduated yet, add “expected” or “anticipated” before graduation with your expected graduation date (month year).
[Degree Name]	Cumulative GPA: [#.#]/4.0	Comment by Author: This is optional. If you are applying for internships, we highly recommend you include this information, especially if your GPA is higher than 3.0. Be sure you list it over the total possible GPA. Example: 3.1/4.0
[minors, certificates, concentrations, etc]
	[scholarship name, dates]	Comment by Author: These do not necessarily need to be scholarships or academic awards. You can also use academic organizations, sorority or fraternity involvement, and more. Only use things are connected to the institution. Do not use organizations or teams you were on in high school. 
[scholarship name, dates]
[academic award name, dates]
	[title, student organization, dates
[title, student organization, dates]
[title, student organization, dates]



INTERNATIONAL EXPERIENCE
Organization/Institution Name • International Location
Experience Name/Program	month year - month year
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]

PROFESSIONAL EXPERIENCE	Comment by Author: You can also use a different heading if this does not apply to you. For example, if you studied abroad, you might want to change this section to “Leadership Experience.” 

Organization Name • location
Title	month year – month year	Comment by Author: If you receive a promotion and do very different work in the two positions, you can format it like this. Remember that all positions BY ORGRANIZATION or COMPANY should be in reverse chronological order. 
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]
Title	month year – month year
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]
Organization Name • location
Title 	month year – month year
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]
Organization Name • location
Title	month year – month year
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]

