[image: image1.png]


[image: image2.wmf]
[image: image3.wmf]Contact Information:  Name__________________

E-mail ___________________

Web site_________________​​​​
Address


_____________________


_____________________


_____________________


(____) _____ - _________


Objective:
To obtain a _____________________ position in ________________


Example: Seeking an entry-level position in retail sales
Education:
High School Name, City, State, Zip

Graduation expected ________________  (Month and Year)                       
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Overall GPA:   ___/4.0 


Related coursework: (Optional)
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Experience:
Job Title ________________________________________________


Employer _______________________________________________
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Employer city & state ______________________________________

[image: image7.png]MICHIGAN STATE

UNIVERSITY




Dates of employment (mo./year - mo/year) _____________________


Description of accomplishments:

· ​​​​​​​​​​​​​​​​​​​​____________________________________________________

· ____________________________________________________

· ____________________________________________________


Job Title ________________________________________________


Employer _______________________________________________


Employer city & state ______________________________________


Dates of employment (mo./year - mo/year) _____________________


Description of accomplishments:

· ​​​​​​​​​​​​​​​​​​​​____________________________________________________

· ____________________________________________________

· ____________________________________________________


Job Title ________________________________________________


Employer _______________________________________________


Employer city & state ______________________________________


Dates of employment (mo./year - mo/year) _____________________


Description of accomplishments:

· ​​​​​​​​​​​​​​​​​​​​____________________________________________________

· ____________________________________________________

· ____________________________________________________
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Soft skills (part of your personality):


_______________________________________________________

Hard Skills (technical): _______________________________________________________
Activities: 
Your role _______________________________________________
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Organization ____________________________________________
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City, State ______________________________________________

Dates (year - year) _______________________________________


Your role _______________________________________________


Organization ____________________________________________


City, State ______________________________________________

Dates (year - year) _______________________________________


Your role _______________________________________________


Organization ____________________________________________


City, State ______________________________________________

Dates (year - year) _______________________________________


Your role _______________________________________________


Organization ____________________________________________


City, State ______________________________________________

Dates (year - year) _______________________________________
Honors and Awards: 


Award or Scholarship _____________________________________

Granting organization _____________________________________


City/State ______________________________________________

Date (year) _____________________________________________



Award or Scholarship _____________________________________


Granting organization _____________________________________


City/State ______________________________________________

Date (year) _____________________________________________


Award or Scholarship _____________________________________


Granting organization _____________________________________


City/State ______________________________________________

Date (year) _____________________________________________
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Career Services & Placement








FILL-IN RESUME WORKSHEET 
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Include GPA only if it is a 3.0 or better. If you’ve been on the Honor Roll, you can include the time frame, example: Honor Roll, average GPA 3.4, 2005-present











Example:		Holt High School, Holt, MI 48842


Expected to graduate June 2007


Computer Courses: PCs with Windows, Microsoft Word and Microsoft Excel
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	Describe your work 	experience using active 	verbs to focus on your 	accomplishments & skills.  





Here's an example:





Retail Clerk


7-Eleven Store, Holt, MI


June 2005-present


Responsible for store maintenance, customer service, cash management.


Prepared weekly invoice orders.


Trained new employees.
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Skills are something you do well.


Example:  


Hardworking and work well with others. Proficient in Microsoft Office  and Internet applications.  Fluent in Spanish, learning Japanese.








Activities demonstrate your leadership and community involvement.  Examples:





President, Ingham County 4-H Club, 2005-present.  Member 1999-present





Volunteer, Harvest House, Holt, MI, 2000-2003





Captain, Holt High School Debate Team, 2005
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Examples:





4-H Junior Scholarship, Michigan State University, 2004














Outstanding Service Volunteer, Harvest House, Holt, MI, 2003
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Modified by Laura Allen, MSU 4-H Youth Development, May 2006





Career Development Center


6 Student Services


East Lansing, MI  48824-1113


(517) 355-9510 x.335


� HYPERLINK http://www.csp.msu.edu/cdc ��www.csp.msu.edu/cdc�


� HYPERLINK mailto:csp@msu.edu ��csp@msu.edu�








MSU is an affirmative-action, equal-opportunity employer.
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