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✏ PRINT & WRITE VERSION
	TOOL A · ✏ Print & Write Version
Résumé Template
For first-time job seekers — adapt for any pathway



	💡 How to use this template
Fill in each section with your own information. If a section doesn't apply to you, skip it or replace it with something that does. Keep it to one page.



YOUR CONTACT INFORMATION
Full Name
 

	Phone Number
 

City, State
 
	Email Address
 

LinkedIn / Portfolio URL
 



OBJECTIVE STATEMENT
1–2 sentences: who you are, what you're looking for, and what you bring. Keep it specific to the job.

 
 
 

SKILLS
List 6–10 skills relevant to the role. Include both hard skills (software, tools) and soft skills (communication, teamwork).
	Skill 1
 

Skill 3
 

Skill 5
 
	Skill 2
 

Skill 4
 

Skill 6
 



EXPERIENCE
Include jobs, internships, volunteer work, school clubs, freelance gigs, or any role with responsibility.
Job Title / Role
 
Organization / Company
 
	Start Date
 
	End Date
 



What did you do? Use action verbs. Start each bullet with action words: managed, created, led, helped, built, designed…
Responsibility / Achievement 1
 
Responsibility / Achievement 2
 
Responsibility / Achievement 3
 

EDUCATION
School Name
 
	Degree / Program / Grade Level
 
	Graduation Year (or expected)
 



Relevant Coursework, Honors, or Activities (optional)
 

CERTIFICATIONS & ADDITIONAL TRAINING
Include any certificates, online courses, workshops, or licenses.
Certification / Course Name
 
Issuing Organization
 
Year Completed
 

	📝 Annotation guide
OBJECTIVE: Be specific — "Seeking a part-time customer service role where I can use my communication skills" beats "Looking for a job."  | SKILLS: Mirror language from the job posting.  | EXPERIENCE: Lead with impact — "Increased club membership by 30%" not "Was in charge of recruitment."  | EDUCATION: Add GPA only if 3.5+.
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