




First Name (Preferred Name) Last Name
City, State | buckeye.1@osu.edu | 614-555-0001 | LinkedIn/Website URL (optional)

EDUCATION

The Ohio State University 									Columbus, Ohio
Bachelor of [Science/Arts/Fine Arts/Music] in [Academic Major(s)]	Expected Graduation Month Year
Minor(s)/Track/Certification	GPA (optional)

Study Abroad Program (optional)	City, Country
Study abroad course work or brief description of accomplishments 	Month Year – Month Year

Relevant Coursework: Include if it relates to the target role or you have limited experience. List as Course Name/Topic. (optional)

RELEVANT EXPERIENCE (You may retitle to show themes relevant for role, e.g., Design Experience)

Name of Organization  	City, State
Your Title	Month Year – Month Year
· Start each bullet with a strong action verb (e.g., coordinated, planned, designed, facilitated). 
· Use this formula when describing your achievements: What you did (Action) + why it mattered (Issue) + what changed as a Result; quantify where possible

Name of Organization 	City, State
Your Title	Month Year – Month Year
· Use present tense verbs for ongoing experiences; use past tense for those that have ended
· List your most recent experiences first; keep your resume to one page 

ADDITIONAL EXPERIENCE (You may rename to match experience, e.g., Research or Service)

Name of Organization 	City, State
Your Title	Month Year – Month Year
· Focus on achievements that show skills relevant to the job you want
· Showcase skills employers value (communication, teamwork, leadership, problem-solving)

LEADERSHIP EXPERIENCE (Use only the sections that best reflect your experience; not all required)

Name of Organization 	City, State
Your Title	Month Year – Month Year
· Can include athletics, academic, performance, professional or social activities
· Include roles where you led, made decisions, or guided others

SKILLS (Avoid listing soft skills; you may also include certifications here, e.g., Skills & Certifications)

Technology Skills: List specific technologies you’ve used in coursework or work, briefly describing how you used them (e.g., Excel (data organization, formulas, PivotTables)) unless already featured above. 

Language(s): List languages other than English and your level of proficiency (e.g., Conversational in Spanish; Arabic – Basic Reading Knowledge) (optional)

HONORS & ACTIVITIES (optional)

List academic (e.g., Dean’s List | 3 Terms), non-academic honors or recognitions and college-level activities that demonstrate involvement outside the classroom. Include the organization, role (if applicable), and dates (month year), such as:

Habitat for Humanity, Volunteer 	May 2024 – July 2025
	
	



 
