
(FIRST NAME) (LAST NAME) 

(City), (State Abbreviation) (Zip Code) | (Phone Number) | (Email Address) | (LinkedIn URL) 

PROFESSIONAL SUMMARY 

A professional summary statement should be a brief and powerful statement that summarizes your relevant experience, 

skills, and achievements in a few sentences. It should highlight your unique selling points and value proposition to 

potential employers, showcase your career goals, and demonstrate your fit for the position you are applying for. 

Additionally, it should be tailored to the job description and use keywords that match the employer's requirements. 

 

SKILLS 

• Team leadership/collaboration 

• Strong organizational skills 

• 15+ years customer service  

• Interpersonal skills 

• Manage multiple projects & teams 

• Attention to detail 

 

CERTIFICATIONS 

• Certified Public Accountant (CPA)                                                                                                            In Progress 

• Google Analytics Individual Qualification, Google                                                                                               2024 

• Project Management Professional (PMP), Project Management Institute                                                           2023 

• CPR & First Aid Certification, American Red Cross                                                                                            2022 

 

EDUCATION 

• (Degree and Major), University, City, State                                                                      Anticipated (Month) (Year)                     

• (Minor or Concentration): 

• GPA: (3.5 or higher) 

• Honors/Awards: 

• Relevant Coursework: Corporate & Personal Ethics, Research Methods, Introduction to Information Systems, 

New Testament Greek 

 

EXPERIENCE    

(Job Title), (Company or Organization)                                            (Month) (Year) - (Month) (Year) 

(City), (State)                                                                                             

• i.e., Generated a digital loyalty program which produced a repeat customer base of >35% 

• Text 

• Text 

• Text 

(Job Title), (Company or Organization)                                            (Month) (Year) - (Month) (Year) 

City, State                                                                                                   

• Text 

• Text 

• Text 

• Text 
 

COMMUNITY SERVICE  

(Job Title), (Company or Organization)                                            (Month) (Year) - (Month) (Year) 

(City), (State)                                                                                             

• i.e. Led a team of 12 volunteers in building two homes, coordinating schedules, materials, and safety protocols 

• Text 

• Text 

• Text 

Career Services
Hello and welcome!
We're glad you're here. Whether you're building your master resume or tailoring one for a specific job, here are a few quick tips to get started:

Start with your name—make it bold and use a 16-18 point font so it stands out at the top.

Try to keep your resume concise and relevant. A helpful guideline is to use one page for every 10 years of experience.

Let’s make sure your resume shows off your best self!

Career Services
Choose a Clean, Easy-to-Read Font
Stick with simple, professional fonts that are easy on the eyes—Calibri, Arial, Aptos, Verdana, or any other Sans Serif font are all great choices.
Your goal is to make your resume easy to scan quickly—no fancy or script fonts needed!

Career Services
Contact Information
Right under your name, include your contact details—like your phone number, email address, and LinkedIn (if you have one).
Keep the font size consistent with the rest of your resume: 10-12 point is just right for easy reading.

Career Services
Professional Summary: Your Quick Introduction
Start your resume with a 3–4 sentence summary that highlights who you are, what you’re great at, and the value you bring to an employer.
Think of it as your personal elevator pitch—a quick way to grab the hiring manager’s attention and make them want to keep reading.

Career Services
Skills Section: A Sneak Peek of Your Strengths
The Skills section is like a preview—it gives the reader a quick snapshot of what you bring to the table. Aim for 6–8 bullet points, and remember:

This section should change for each job you apply to—match it to what the job description is asking for.

If you include a skill here, be sure to back it up with real examples in your experience section.

Need ideas? Start with the job description—it’s your best clue for which skills to highlight!

Career Services
Certifications: Show Off Your Extras
Have any licenses or certifications that add value to your resume? This is the place to list them!
Whether it’s CPR, Google Analytics, SHRM-CP, or something specific to your field, certifications show your expertise and commitment to growth.

Be sure to include:

The full name of the certification

The issuing organization

The date earned (or “In Progress” if you’re currently working on it)

Listing in-progress certifications shows initiative and lets employers know you’re actively developing your skills!

Career Services
Graduation Date Matters
If you haven’t graduated yet, be sure to include your expected graduation date—it helps employers understand where you are in your academic journey.
If you have graduated, just list the month and year—no need to include the exact day or full date.

Career Services
Highlight Your Academic Strengths
If it fits your situation, including Relevant Coursework in your Education section can help emphasize your academic knowledge—especially if you’re early in your career or changing fields.

Just remember to:

Use the full course titles (no abbreviations or course numbers)

List only 3 to 4 courses that are most relevant to the job you’re applying for

This gives employers a clear idea of your expertise without overloading your resume.

Career Services
Experience: Tell Your Career Story
This section is where you get to show the impact you've made in your previous roles. Here are a few suggestions to make it shine:

• List your jobs starting with the most recent first

• Use action verbs (like “managed,” “created,” “led”) to bring your experience to life

• Focus on results and accomplishments, not just tasks

If you start your bullet point with a verb, no period is necessary

• Don’t forget to include your job title, company name, location, and dates for each role

Keep it clear and focused, this section helps employers see what you’re capable of!

Career Services
How Much Detail Should You Include?
For each position, aim for 3 to 6 bullet points that highlight your most important contributions.
In your Relevant Experience section, be especially detailed—this is where you show off the industry-specific skills that connect directly to the job you’re applying for.
Begin with an action word for every bulleted item under your position. See the action verb list here: https://www.regent.edu/wp-content/uploads/2023/08/Career-Services-Samples-Resume-Power-Words.pdf.

Career Services
Vary the Detail Based on Relevance
For roles that are closely related to the job you're applying for, be more detailed and highlight the specific skills and accomplishments that show you're a strong match.
For positions that are less directly related, keep your bullet points broader, focusing on transferable skills like teamwork, communication, or problem-solving.

Career Services
Community Service: It Matters
Volunteering shows that you're someone who cares about your community and takes initiative.
Include any experiences where you gave your time and made a difference—like helping at food banks, mentoring, church events, or campus activities.
It’s also a great way to highlight soft skills like teamwork, communication, and reliability.

Career Services
Make Your Volunteer Work Stand Out
When listing your community service, go beyond just stating what you did—share how you made a difference.
Use 1–2 bullet points for each experience to show your contribution and impact. Ask yourself:

What did I help accomplish?

Did I organize, lead, or support something meaningful?

What skills did I use or strengthen?

Focus on volunteer work that aligns with the skills and experience required for the jobs you’re targeting. 

This helps your volunteer work carry just as much weight as paid experience!

Career Services
You’re all set!
Remember, your resume is your personal story—keep it clear, focused, and true to you. Tailor it as needed, and be proud of the skills and experiences you bring. God bless, you’ve got this!


