
FULL LEGAL NAME 
Full Mailing Address, City, State Zip • Phone number • Email address  

 

OBJECTIVE 
Briefly describe the job you want or the career path you want to follow. 

 

EDUCATION 
University, City, State 

Degree, Major, (Expected) Year of Graduation 

Previous University, City, State 

Major, Semester through Semester  

Community College, City, State 

Degree, Year of Graduation 

 

PROFESSIONAL EXPERIENCE 
Company Name, City, State                                                           Dates, including month and year 

Job Title                                                                                                                                 

One or two sentence description of the job scope and responsibility, which would have been true 

of anyone who held the job.This is followed by three or four bullet points that highlight things that 

are unique or special to the applicant. 

• An accomplishment that shows expertise at this profession, perhaps a problem solved and 

the results. Be specific and concrete. Use numbers if you can. 

• A scope of responsibility that was not typical of the position, maybe an early promotion 

or special jobs. Be specific and concrete. Give names, scope, and outcomes. 

• Awards, commendations, publications, or accolades that relate to your job objective. 

 

Organization Name, City, State                                         Dates, indicate several summers or years 

Volunteer role, internship or Co-op position 

Volunteer activities, student and community organizations, and civic service demonstrate 

professionalism, organizational experience, and relevant skills or experience. Avoid listing 

overtly social or political activities that do not demonstrate organizational leadership. 

• If listing unpaid experience, be sure your section title says “professional” instead of 

“work” 

• Never include salary data, personal health or family information,or hobbies that have no 

professional relevance. 

• Significant class projects that involved an external client or major research can be 

included here as well.  

 
MEMBERSHIPS AND AFFILIATIONS 

Organization, Your role, Dates  

• Special accomplishment, officer election, etc. 

Organization, Your role, Dates 

SPECIAL SKILLS 

 Always list languages, even if your skill level is minimal. It shows cultural awareness. 

 List the skills certification that demonstrate professional competence with dates of any 

certifications or courses. 

Your full, legal name and 

contact information 

appear at the top of the 

resume. You many use 

just an initial (M. Susan 

Thompson) or give a 

permanent alias with 

quotation marks (Marcus 

“Jake” S. Hanson). 

No objective is better 

than something trite or 

self-serving. “Seeking a 

position where I can use 

my skills” is obvious, 

and “wish to learn and 

grow” tells the employer 

you aren’t ready to work.  

Use a businesslike email address and a phone that will be 

reliably answered with a professional voice mail message. 

Giving the dates you attended means you 

took courses but did not graduate. 

Reverse chronological means the 

most RECENT job and degree are 

at the top of the list. 

Listed with most recent at the top, 

your roles should show increasing 

responsibility, expertise, or 

leadership. 

Don’t list skills that any business graduate should 

have (basic computer skills, financial literacy, or 

research proficiency). If you’d like to list foreign 

travel or class projects, change the title to “Special 

Skills and Experiences” 

http://business.uni.edu/buscomm/JobSearchCommunication/resumeElements.html#_Toc4222006


REFERENCES 
 

Name, Title    

Organization 

Complete mailing address            

City, State Zip 

Phone number 

email address 

 

Name, Title    

Organization 

Complete mailing address            

City, State Zip 

Phone number 

email address 

 

Name, Title    

Organization 

Complete mailing address            

City, State Zip 

Phone number 

email address 

 

Name, Title    

Organization 

Complete mailing address            

City, State Zip 

Phone number 

email address 

 

 

 

 References can be provided at the bottom of a one-

page resume, or as a separate page. Students who are 

making the transition from a one- to a two-page 

resume will find this a good way to fill up the space 

on a not-quite-full second page. 

 

Entry-level resumes don’t typically say "references 

available on request." Of course they are! If there 

really is a confidentiality issue, say so, but otherwise, 

it’s best to provide full contact information for two or 

three references. Recruiters will sometimes set aside 

applications that can't be checked immediately in 

favor of those that have provided references. 


