FIRST LAST NAME
Phone Number | Email Address 
City, State | (optional) LinkedIn URL
SAMPLE Mini Outline
SUMMARY OF QUALIFICATIONS (optional section)
Targeted summary paragraph framing key things learned in classes relevant to major. Include specific skills from various roles or activities that show transferable skills relevant to targeted job.  Another alternative is to list of 3–5 tailored bullets highlighting core competencies or achievements. 
Skill / Strength 1  write a short sentence explaining where each skill/strength was developed
Skill / Strength 2
Skill / Strength 3

EDUCATION
Southern Maine Community College, South Portland, ME | Expected Graduation: Month, Year
Associate Degree in [Name of Major] or [Program of Study] 
Optional GPA: (usually if over 3.0)   |  Honors & Awards:  (optional section)
Key Coursework: [Course 1], [Course 2], [Course 3] (optional) 

High School or Adult Education,  City, State | Month, Year - Month, Year

TRAINING & CERTIFICATIONS (optional section)
Certification Name | Issuing Organization, Year
Certification Name | Issuing Organization, Year

RELEVANT EXPERIENCE (this could include internships, SMCC course projects, relevant jobs, volunteer)
Name of Role/Project — Organization/Course, City, State | [Dates] 
Action + skill + context + result/metric. 
Action + tool/tech + outcome. 
If part of a class or course project be specific: name of class, what you learned or did, skills used, and any outcome of work such as paper, presentation, or achievement
“Relevant experience” means relevant to the job/internship or job you want to do. If you don’t have relevant experience yet, leave section blank and just include WORK EXPERIENCE 

Name of Role/Project — Organization/Course, City, State | [Dates] 
· See above for bullet writing tips
WORK HISTORY includes work experience from unrelated jobs, done to make money
JOB TITLE | Company Name | City, State | Month Year – Present
Action-oriented bullet points that highlights any skills or abilities used on the job. Clear description of responsibilities using standard industry terminology.
Bullets should demonstrate relevant experience and scope of work relevant to other roles or job roles; not just every task done for this particular job.
Example of transferable skills could include customer service or communication skills, teamwork, problem-solving, critical thinking, organizational abilities, etc.
Start each bullet with a Verb; don’t use “I” sentences  (Assisted with, Created, Helped…) 
Provide any specific outcomes, metrics (#s, hours, %) or achievements if applicable.

PREVIOUS JOB TITLE | Company Name | City, State | Month Year – Month Year
· See above for bullet writing tips
TECHNICAL SKILLS & ABILITIES (optional section)
Technical/Software Platforms: any computer programs or technical skills you use
Tools/Lab Skills: skills or abilities learned in classroom, labs, or trainings
Language Proficiency:  in other languages besides English

ADDITIONAL RESUME SECTION OPTIONS & RESUME TIPS 
(OPTIONAL OTHER SECTIONS)
Leadership & Activities
Volunteer & Community Engagement
Clubs & Organizations 
Athletics
Professional Associations 
Portfolio

Action Verbs (Trimmed, High-Impact Set) 
Communication/People: collaborated, presented, communicated, facilitated, supported, advised 
Leadership/Initiative: led, coordinated, mentored, trained, organized, delegated, spearheaded 
Technical/Creative: designed, built, configured, debugged, illustrated, prototyped, implemented 
Analysis/Results: analyzed, evaluated, audited, optimized, improved, verified, tested 
Operations/Service: assisted, processed, resolved, maintained, monitored, operated Achievements: increased, reduced, exceeded, improved, delivered, completed, recognized

Quick Formatting Rules for a 1-Page Resume
1–2 pages; meaningful content (no fluff) 
Clean layout: ½″–1″ margins; 11–12 pt readable font; consistent styles 
Contact info complete; professional email; LinkedIn/portfolio (if relevant)
Summary tailored to the job with keywords
Education accurate; degree spelled out; recent first 
Experience bullets start with verbs, show skills in context, and use metrics
Tenses correct (past for past roles; present for current) 
No “I” statements; punctuation consistent 
ATS-friendly (no tables/text boxes that break parsing; mirrors job keywords honestly) 
Grammar/spelling proofread; file name professional (Name_Resume.pdf)
