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SUMMARY OF QUALIFICATIONS
· Three to four bullet points of quantifiable qualities you have demonstrated
· These should reflect the job description’s qualifications and responsibilities sections
· Do not use general terms like “Strong work ethic” or “Team player”
· Make these more measurable like “Productive team player who contributes to organizational goal of 5-star customer service rating”

EDUCATION
Murray State University; Murray, KY | Bachelor of (Degree), (Major); May 2024
· GPA 3.7/4.0 | Dean’s List – Six Semesters
· Travel Study – (Country); Summer, 2023

RELEVANT COURSEWORK
· Courses that might not be common knowledge of courses offered in your degree
· Make sure these are also relevant to the job you’re applying for
· Course Name and Number – Short Description (official name of the course); Semester, YEAR
· Columns might be good here

WORK EXPERIENCE
Organization; City, ST | Job Title; Month YEAR – Present
· Three to five bullet points of quantifiable accomplishments
· Don’t just list job duties here, focus on achievements that are also relevant to the job you’re applying to
· Something like this: Received company-wide recognition by responding to 100% of email inquiries within 24 hours for 90 days in a row
· Another example: Presented detailed graphic data-driven report to 5 executives and 10 stakeholders that showcased company’s progress toward strategic objectives
· If your job is service-oriented: Provides excellent customer service to approximately 250 drive-through customers per day, in a fast-paced environment, resolving issues as they arise

Organization; City, ST | Job Title; Month YEAR – Month YEAR
· These jobs should be listed in reverse chronological order
· Unless you have a more relevant job, then you can list that one first
· Make sure present job bullet points are in the present tense and past job bullet points are in the past tense
· Do not use periods in these bullet points

VOLUNTEER EXPERIENCE
Organization; City, ST | Volunteer; Month YEAR – Month YEAR
· Two bullet points is sufficient, depending on the space you have available
· How much of an impact did you make – This could be in dollars or people served

OTHER SKILLS
· Technology – Microsoft Suite; Google Suite; Adobe Suite (give specific examples if listed in job description)
· Computer Languages – This is important for any computer science or technology positions
· If you are certified in any area, list that here
· [bookmark: _GoBack]Example: Occupational Safety and Health Administration 30-hour certification; Month, YEAR
