 
   First Name Last Name (14-16 pt)
city, state ZIP | email@unc.edu | phone number | LinkedIn | portfolio link
SUMMARY
Write 2–3 adjectives highlighting who you are (e.g., analytical, creative, adaptable communicator), the amount of years you have worked in the industry, your professional identity (e.g., marketing intern, aspiring data analyst), and 1–3 key skills or accomplishments that show your value—tailor it to the job and focus on transferable strengths. 

RELEVANT EXPERIENCE (STUDENT ORGANIZATION, PART-TIME JOBS, ETC.)
Company Name, City, State					 			                              Month 20XX-Present
Position title
· Use bullet points to describe responsibilities and/or achievements, focusing on skills relevant to your target role
· Start each bullet point with an action verb (i.e. “Managed”, “Implemented”, “Developed”) 
· Quantify achievements whenever possible (e.g., "Increased sales by 20%" or "Led a team of 5")

Company Name, City, State					 			                     Month 20XX-Month 20XX
    Position Title (Month 20XX-Month 20XX)
· A good formula to think about bullet points is Skills + Impacts + Achievements + things you have learned / Outcome
· Utilizing this formula, you might create a bullet point that looks like the one below
· Be as consistent as possible when formatting, if you are in a presently held position it should be in present tense (no verbs ending in “–ing”)
    Position Title (Month 20XX-Month 20XX)
· If you held more than one position at the same company, list the company name once and include each job title beneath it with its corresponding dates and responsibilities. The most recent position should always be listed at the top 
· Focus on unique duties or accomplishments for each position instead of repeating tasks. Highlight what made each role distinct—new responsibilities, projects, skills, or achievements specific to that position

ADDITIONAL EXPERIENCE
Company Name City, State					 			                  Month 20XX-Month 20XX
Project
· Managed a three-week facilities upgrade project, coordinating vendor schedules, tracking supply orders, and ensuring all tasks were completed ahead of deadline and under budget
· Led a cross-functional team to redesign the storage layout for a high-traffic workspace, improving equipment access and reducing setup time by 35%

VOLUNTEER AND LEADERSHIP EXPERIENCE
Organization Name, City, State					 			                   Month 20XX-Month 20XX
Position title
· Describe the responsibility or initiative you led and its impact on the organization or community while emphasizing skills gained; Quantify whenever possible
· Mention any measurable outcomes (e.g., increased participation, funds raised, programs improved).

SKILLS AND CERTIFICATIONS
Technical Skills: Software, tools, platforms relevant to the industry
Certifications: Industry related certifications
Languages: List any relevant language proficiency

EDUCATION
University of North Carolina at Chapel Hill, Chapel Hill, NC	 				                      Graduation Month 20XX
Bachelor of Arts/Bachelor of Science in Major
Minor/Concentration or focus

Name of Institution, Location City, State Abbreviated 	 				                      Graduation Month 20XX
Associate in Art/Associate in Science in Major
