Your Name Here

	Permanent Address

Address

Phone
	email@yourmail.com

Avoid using unprofessional sounding email address names such as “crazy_girl@...”
	School Address

Address

Phone


	SUMMARY
	Although this section is not required, you may choose to summarize your skills or put in information about the position you wish to obtain.


	EDUCATION
	University of North Carolina at Chapel Hill
	

	
	
	MPH, Nutirition
	May 2001

	
	
	Other information to include may be minor(s), certificate programs, honors, scholarships, etc.

	
	University of North Carolina at Chapel Hill
	

	
	
	Bachelor of Arts, Biology                                                 
	May 1999

	RELATED

EXPERIENCE

You may have different experience categories, organized to focus on certain types of experiences or skills, e.g. RESEARCH EXPERIENCE
	Position
	

	
	Name of Business or Organization, City, State
	August 2000 - Present

	
	· Within each category, list your experiences in reverse-chronological order (most recent experience comes first).

· Examine your resume as a whole to determine a strategic order for the presentation of your information. What’s most relevant, important and sellable to your target reader? You may want to highlight related experiences in a separate category and create additional sections & headings for other experiences.

· Include full- or part-time experiences, volunteer work, internships, teaching assistantships, etc.

	

	Arrange descriptive phrases in order of relevance to the position for which you are applying.
	Position
	

	
	Name of Business or Organization, City, State
	August - December 1999

	
	· Describe in detail what you did, why you did it, who you did it with, what equipment you used and the results.

· Quantify your results, if possible, and use commonly understood terminology.  Identify personal strengths and skills used to achieve your accomplishments.

· Use terminology that is common to the field you are pursuing.

· Always write out or explain technical terminology and abbreviations; Do not leave anything to the employer's imagination or interpretation. 

· Avoid using diluted phrases such as "responsible for" or "in charge of."


	ADDITIONAL

EXPERIENCE
	Position
	

	
	Name of Business or Organization, City, State
	May 1997 – June 1998

	
	· Using action verbs, write short phrases to describe what you did that illustrate each skill. Be concise and specific.


	ACTIVITIES

	List and describe organizations, position(s) held, volunteer work, dates of involvement, etc. This may be labeled by a variety of headings besides “Activities.” For instance, “Volunteer Experience,” “Teaching,” “Technical Skills,” etc.


	HONORS & AWARDS
	This is another section in which you might list achievements, certificates, academic awards, scholarships, honors, etc.  Be sure to include dates.


This is just one example of a resume that is nicely organized and which maximizes the space on the page.

Study many examples of resumes and choose the layout that works best for your skills and experiences.
