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"
Email · Phone · City, State	Comment by Nicki Allen: Keep your Header as simple as possible. Try not to go over 18 pt for size. If you prefer, use a different font type, just be sure it is readable. 	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.

Education
Institution Name City, State 	Expected Graduation: Month 202X	Comment by Nicki Allen: If you haven’t graduated yet, add “expected” or “anticipated” before graduation with your expected graduation date (month year). 
Degree Name 	Comment by Nicki Allen: Always list degrees by highest to lowest (PhD, Masters, Bachelors, Associates). Do not list your high school education information after completing your second year of college. Make sure for each degree you have the following info: institution name, location (city, state), degree name (not major), graduation date (month year). 
Concentration 
Minor

Music Experience	Comment by Nicki Allen: Your academic program will determine which types of experiences or background you include for a heading. 

School of Music academic programs: 
BA in Music
BM in Music Performance
BM in Music Education 

For example, this section can be listed as: 
-Instrumental Performance 
-Vocal Performance
-Teaching Experience
-Orchestral and Ensemble Experience

It is optional to break up performing experience into specific types; such as orchestral and chamber. 
Role, Production, Location	Date
Role, Production, Location	Date
Role, Production, Location	Date

Relevant Experience	Comment by Nicki Allen: Relevant Experience should list any jobs or positions you’ve held that are related to your career path. For example, any internships, other experiential learning opportunities, or volunteer positions. 
Company, Location 	Month Year – Month Year
Position Title
· action verb + what + how + why	Comment by Author: Often the most difficult part of writing a résumé is describing what you have done at each job you’ve had. People sometimes sell themselves short by giving too brief, overly-simplified descriptions of their job duties. 

The following exercise can help you craft detailed descriptions. 

Start with a strong action verb + what you did + how you did it + why or the end result of what you did = 1 bullet point. 
· action verb + what + how + why
· action verb + what + how + why

Additional Experience	Comment by Nicki Allen: Jobs that are not directly related to your career field can be listed under an Additional Experience section. Some examples include Barista at Starbucks, Cashier at Walmart, etc.  
Company, Location 	Month Year – Month Year	Comment by Nicki Allen: Example: Cashier at Walmart

Action Verb: Provided
What: Provided excellent customer service
How: Interacted with customers
Why or Result: Get them to buy products

Provided excellent customer service by interacting with and guiding customers towards items on sale.
Position Title
· action verb + what + how + why
· action verb + what + how + why
· action verb + what + how + why

	Activities & Involvement		Comment by Nicki Allen: Additional Headings can be: 

- Involvement, Activities, Leadership 
- Military Experience  
- Athlete Experience 
- Research 
- Clinical Experience
- Relevant Experience
- Service Learning Experience
- Internship Experience
- Volunteer Experience	Comment by Nicki Allen: If these are not applicable, you can simply list your title with organization name and how long you were involved in the organization. If you are involved in both community and student organizations, you can include both and change the section name to “Community and Student Involvement” or something similar. 
Organization/Club	Month Year – Month Year
· action verb + what + how + why
· action verb + what + how + why
Skills
List any Instrument skills: Cello, trumpet, piano
Additional skills may include: music composition, vocal training, stage performance, etc. 

Honors and Awards	Comment by Nicki Allen: Some examples might include Dean’s/Chancellor’s List, Scholarship Awards, Leadership Awards, Excellence Awards, etc.
Name of Award                                                                        	Month Year – Month Year	Comment by Author: Some examples might include Dean’s/Chancellor’s List, Scholarship Awards, Leadership Awards, Excellence Awards, etc.
Name of Award                                                                    	 Month Year – Month Year

