Your name (bold and size 14) (everything else will be size 12)
Phone number | email
Objective
What are you trying to do with this resume?
Education
University name                                              Start date-Expected Graduation Month and Year
Bachelor of …
Cumulative GPA: …
High School or Community College                                           Start Date and Graduation Date
Cumulative GPA: …
Honors and Awards
   University Name
· Scholarships (if applicable)
· Awards (if applicable)
· Deans or Presidents list and Semester received (if applicable)
Related Academic Projects
   University Name
   Organization/Event                                                                                         Start date-end date
· 2-3 points that are relevant to your objective
Add any relevant organizations
Experience
   Name of place, city, state                                                                                          Start date-end date
   Position/Title 
· 3 points about what you did in this job
· Relate it back to your objective
· Keep in mind you do not need to give in detail descriptions and you do not need to include every single job you have had
Activities
Organization(s) in school                                                                                               Start date-End Date
Organization(s) out of school                                                                                       Start date-End Date
Volunteer work (name of place)                                                                                 Start date-End Date
Honor Societies                                                                                                               Start date-End Date
Skills
· What are you good at?
· What languages do you know?
· Are you certified currently in anything
· What has your past experience taught you (ex: communication, public relation, teamwork)





Note: Keep it brief! Your resume should cover the basics of who you are and what you have done. Recruiters want to look at it and get of summary. You will more than likely be asked to speak about your experience in the interview. So bring out relevant points and points that make you stand out against other candidates. Keep in mind that it should not be more than one page. If it is under one page you may want to add some details and at most have 5 skills. On the topic of skills, avoid adding Microsoft, PowerPoint, Excel, or anything a long those lines. Today in age everyone has that skill

