Sample Formal and Content Advice


	Susan Jones

	9870 Home Street, Any City, IN  09369
                   (219) 999-9999             Susan.Jones@valpo.edu


	OBJECTIVE

	The type of position you are seeking and perhaps the type of organization for whom you would like to work.  Avoid using personal pronouns.


	EDUCATION

	

	Valparaiso University Valparaiso, Indiana

	Bachelor of ________________ 
	Graduation Date (month, year)

	Major:
	Minor: 

	Cumulative GPA: X.XX/4.0
	Major GPA: X.XX/4.0

	Honors: List honors, honor societies, awards or scholarships and the years you received them.  Include Dean’s List and the # of semesters, if applicable.


	RELEVANT EXPERIENCE

	

	Name of Organization, City, State

	Position/Title, Department? – Dates of Employment

	· Describe your accomplishments using active verb phrases.

	· Use one bullet point per accomplishment.

	· Quantify your accomplishments (#’s, %, $’s, etc.)


	
Name of Organization, City, State

	Position/Title, Department? – Dates of Employment

	In lieu of bullet points, you can describe your accomplishments and experience in a paragraph.  


	OTHER EXPERIENCE

	

	Position/Title, Name of Organization, City, State – Dates of Employment

	

	Position/Title, Name of Organization, City, State – Dates of Employment

	

	
In lieu of this section, include the following at the bottom of the Experience section:  “Held other positions, including: Waiter, Lifeguard, and Lawn Care – Dates of Experience”


	ACTIVITIES

	

	· List student organizations you have been involved in along with dates and leadership roles.

	· Example:  President, 2004-05; Habitat for Humanity, 2002-present


	SKILLS

	

	· List computer skills, especially those related to the job you seek.  

	· Include foreign language skills, along with your level of expertise.

	· Indicate other skills related to the job you seek and not included elsewhere on your resume.


