Single space, Opt Before & After Line Spacing, Narrow Margins (0.5”)
12 pt. font for contact information, 10 or 11 point for body of your resume

Your Name in 18-24 Point, Bold
Current (or Permanent) mailing address - Phone - Professional e-mail address - LinkedIn address

Professional statement/Summary (optional) 3 to 4 statements about your qualification/skills for the position, interest and goals 

EDUCATION
McPherson College, McPherson, Kansas 					Month & Year of Graduation
Bachelor of Art (or Science),                 (major)				GPA (or GPA in Major)
Minor: 									 

Foreign University/Community College 					Month & Year of Completion
Study Abroad/ Associate of Art (or Science) in              (major)		GPA 

EXPERIENCE (Newest to oldest)
Position Title/Role, Company Name					Month & Year – Month & Year
Company Organization, City, ST
· Put your strongest selling point first! Look at the job description to garner what is most important to employer
· Provide details regarding the context of your responsibilities and how it impacted the organization
· Quantify any results whenever possible and use industry keywords (found in the job description)
Position Title/Role
Company Organization, City, ST
· Begin each bullet point with a strong action verb
· Be consistent with your tenses: if it happened in the past, use past tense
· Avoid repetition: try not to use the same words and/or phrases over & over again

SKILLS

Computer skills:
Language skills:
Technical skills:

Industry-Specific skills: (optional – Some Industries have many, some have some)
Software (related to position)


LEADERSHIP
Title, Organization, City, ST						Month & Year – Month & Year

COMMUNITY SERVICE OR VOLUNTEERISM
Company/Organization, Project/Work 					Month & Year – Month & Year

RELEVANT PROJECTS (if applying to grad or doctoral school or have no work or community service)
Project Name, McPherson College, McPherson, Kansas 			Month & Year – Month & Year 
· List your accomplishment and what you learned/skills you gained
· Use action verbs to integrate transferable skills into your bullets to better explain what you did 
· Wherever possible, be sure to quantify

