Basic Professional Résumé Template
This template works well for most job applications.  Its format helps recruiters quickly scan key details thanks to its clear structure and readable layout.


Your Name
City, State, Zip | Phone | Email | LinkedIn

Professional Summary
This is your introductory paragraph.  Write 2-3 sentences summarizing your experience, key skills, and career goals.  It may be a good idea to work in the title of the job position to which you are applying (e.g. “Aspiring business manager …”).

Skills
You can list out your key skills— starting with the ones that are the most relevant to the desired job position— in a bulleted column, or present them in a format of two or three per line.

Work Experience
Here’s where you list your professional experience, starting from the most recent job, and going backward.  

Job Title – Company Name
City, State | Month Year – Month Year
A common strategy is to write a one- or two- sentence description of what you did, and then bulleted accomplishments.  Make sure to use numbers to quantify each achievement whenever possible, and mention any relevant skills used.  It’s recommended to go back no more than 10 to 15 years of experience.

Education
Degree – School Name
City, State | Graduation Year

Finally, list out any certifications, professional organizations to which you belong and perhaps any volunteer activities of note.

Certifications (Optional)
Certification Name

Projects / Achievements (Optional)
