
Resume of (Full Name) 
[Mailing Street Address, City, State, (Zip Code) • (Phone #) • (Email Address) 

 

Summary (Summarize your qualifications and achievements that apply to the job you wish 
to land. Write a brief description here and list specifics below. Use keywords.) 
 
 Qualification or achievement 
 Qualification or achievement 
 Qualification or achievement 
 Qualification or achievement 
 Qualification or achievement 

Experience (Job Title or Function) 
(Optional Company Name, City, State) 
 
(Optional Brief Description) 
 
 (Job responsibility or achievement) 
 (Job responsibility or achievement) 
 (Job responsibility or achievement) 

 
(Job Title or Function) 
(Optional Company Name, City, State) 
 
(Optional Brief Description) 
 
 (Job responsibility or achievement) 
 (Job responsibility or achievement) 
 (Job responsibility or achievement) 

 
(Job Title or Function) 
(Optional Company Name, City, State) 
 
(Optional Brief Description) 
 
 (Job responsibility or achievement) 
 (Job responsibility or achievement) 
 (Job responsibility or achievement) 

Education (Degree Earned, Credit Hours Completed Toward Degree, or High-School Grade 
Completed) 
(School Name, City, State) 
 
 (Award, accomplishment, curricular activity, minor, advanced-degree credit hours 

completed, etc.) 
 (Award, accomplishment, curricular activity, minor, advanced-degree credit hours 

completed, etc.) 
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 (Award, accomplishment, curricular activity, minor, advanced-degree credit hours 
completed, etc) 

[Optional] (Optional section, such as for military experience, special skills, interests, or 
whatever you think is important. If it’s very important, move this section up higher 
in your resume. Otherwise, delete this section from the resume template.) 
 
 (Optional 1) 
 (Optional 2) 
 (Optional 3) 

References References available on request (That’s all you need to say) 
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