Name	Comment by Nicki Allen: 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"
City, State | Phone Number | Email Address	Comment by Nicki Allen: 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.


OBJECTIVE 	Comment by Nicki Allen: Get a copy of your Verification of Military Experience and Training through the Department of Defense.

Your VMET will give an overview of the skills you’ve gained in the military.	Comment by Nicki Allen: Objective section: Brief message that describes to the reader important information about what the candidate is seeking. 

Skills section: List soft skills (communication, time management, etc.) and hard/technical skills (Excel, Power BI, etc.). By having these skills listed, the reader can immediately pinpoint if the candidate has necessary qualifications pertaining to the role. If it becomes a skills section, we'd recommend putting it at the bottom of the resume.

Summary of Qualifications is not necessary because the resume is already concise itself. 

EDUCATION	Comment by Nicki Allen: 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).	Comment by Nicki Allen: Additionally,  consider adding your GPA if at or above a 3.0.
Institution Name 	Expected Graduation: May 202X
Degree Name 
Minors, certificates, concentrations, etc. 		

PROFESSIONAL EXPERIENCE	Comment by Nicki Allen: How to Translate Your Military Skills  into Civilian Terms 

During your service, you may have utilized a resume that was several pages long with detailed information about your classification and duties performed. Often the skills and talents you developed are highly sought after by civilian employers, but you need to make sure you’re speaking the same language and keeping things concise. 
Organization Name – City, State		Month Year – Present	Comment by Nicki Allen: 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	Comment by Nicki Allen: If there are multiple locations, you can list Varias Locations instead of each city and state.
Position Title
· [description, action verb + what + how + why/result]	Comment by Nicki Allen: Translate your experience into civilian terms. 

For example, replace "office in charge" with "managed."
· [description, action verb + what + how + why/result]
· [description, action verb + what + how + why/result]
		Month Year–Month Year
Position Title
· [description, action verb + what + how + why/result]
· [description, action verb + what + how + why/result]
· [description, action verb + what + how + why/result]

[bookmark: _Hlk153278899]Organization Name – City, State 	Month Year – Present 
· [description, action verb + what + how + why/result]	Comment by Nicki Allen: In the Professional Experience section, it is recommended you add quantifiable data wherever possible. 

Make sure the verb tense matches your employment dates. For example, if you are currently in a position, verb tense will be present. If you are no longer in a position, verb tense will be past. 
· [description, action verb + what + how + why/result]
· [description, action verb + what + how + why/result]

ADDITIONAL EXPERIENCE	Comment by Nicki Allen: This section is fine to stand alone, but it may be worthwhile to consider integrating this into the professional experience section. 	Comment by Nicki Allen: Example of Strengths Gained Through Military Service 

Leadership / team leader / team player Ability to work with diverse individuals Meet deadlines / work under pressure Ability to give and follow directions Experience with systematic planning / organization Familiar with records / personnel administration Self-direction / initiative / flexibility / adaptability Global outlook /client and service-oriented 

Source: sjsu.edu/careercenter
Organization Name – City, State 	Month Year – Present
Position Title 
· [description, action verb + what + how + why/result]	Comment by Nicki Allen: Include your accomplishments. Use numbers to highlight, if possible. For example, “Managed budget of $100K” or “Reduced training time from 26 weeks to 24 weeks.”
· [description, action verb + what + how + why/result]
· [description, action verb + what + how + why/result]

SKILLS	Comment by Nicki Allen: Include foreign languages, computer skills or any other relevant skills that will set you apart. 
Technical skills:
Equipment proficiency:
Language:

TRAINING
Training Name		Month Year

AWARDS	Comment by Nicki Allen: Examples may include: 
-National Defense Service Medal 
-Marine Corps Good Conduct Medal	
-NATO Medal- International Security Assistance Force, Afghanistan		
-Afghanistan Campaign Medal 
Award Name 		Month Year Award Name 		Month Year Award Name 		Month Year	
