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EDUCATION
Bachelor of Arts/Science in Major title 	Month Year
University Name, City, State      
Minor: Minor Title (Minor GPA)
Awards, GPA

License Title, Granter of License	Year License Granted
Content: (Short Explanation) 
License Number: 

Certification in (Title of Program), Granter of Certificate, Location	Year Certificate Granted
· One sentence description. 

SKILLS
Include relevant software, technical skills, industry-specific knowledge, certifications, and languages that align with the job description.

PROFESSIONAL EXPERIENCE 
Title of Position	Month Year – Present
Business/Organization Name, City, ST
· Action Verb + Task or Responsibility + Result or Impact
· Start each bullet point with a strong action verb, explain what you did, and highlight the value of your work. Include numbers or measurable results when possible.
· Example:  Assisted 40+ customers daily by answering questions, resolving concerns, and providing product recommendations to ensure a positive shopping experience.

Title of Position	Month Year – Month Year
Business/Organization Name, City, ST
· Begin each bullet point with a strong action verb (managed, coordinated, assisted, developed, organized)
· Focus on accomplishments and transferable skills, not just job duties.
· Quantify your experience when possible.
· Use present tense for current responsibilities and past tense for previous positions.
· Aim for 3–5 concise bullet points per position.

PROJECT EXPERIENCE
Project Title										     Month Year – Month Year
Course, Organization, or Independent Project
· Describe the project's purpose and your role, highlight relevant skills, tools, or methods used, & explain the outcome or results of the project.

LEADERSHIP POSITIONS 
Title 	Month Year – Month Year
Business/Organization Name, City, ST
· Highlight your leadership responsibilities, key contributions, and accomplishments using strong action verbs and measurable results when possible.

VOLUNTEER EXPERIENCE
Organization or Volunteer Event Name	          Month Year – Month Year
City, ST
· Highlight your volunteer activities, contributions, and community impact using strong action verbs and measurable results when possible. 
