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Name
Street Address

City, State Zip Code

Phone  

   xxxx@uoregon.edu

EDUCATION
University of Oregon, Eugene, Oregon

Master of Public Administration, expected June 2009

Master of Community and Regional Planning, expected June 2009
                           

· Concentration: xxx
· List scholarships, honors, and awards

· May include thesis or significant course work

Graduate Certificate in Nonprofit Management, expected June 2009

College or University, City, State

Bachelor of Science, Economics, June 2004

Bachelor of Arts, Spanish, June 2004, magna cum laude
· Concentration: xxx

· Minor: xxx

· List scholarships, honors, and awards

· Study Abroad: xxx

EXPERIENCE
Title
September 2007 – present

Organization/Business
City, State



     

· List relevant work experiences, internships (paid and unpaid), GTF positions, CPW, data analysis projects, and significant work study in reverse chronological order (most recent first).

· Use action verbs to describe tasks and responsibilities. Do not use pronouns.
· Use present tense for current positions and end each statement with a period.
· Be specific and use numerical terms to quantify accomplishments.
· List 3-5 descriptive statements for each position. Do not use excessive jargon or acronyms.
Example: Use SPSS to conduct statistical analysis of climate change on tribal lands.
Example: Analyze and update data for Benchmark 42: Immunizations.

Example: Manage youth and family program budget of $150,000.

Example: Facilitate monthly citizen advisory committee meetings.

Example: Identify sources of grant funding for development of rural community arts program.

Example: Develop fundraising strategy to meet capital campaign goals set by board of directors.
Title 
June 2007 – September 2007

Organization/Business
City, State

· Use past tense for previous positions and end each statement with a period.
· Do not include experience from high school.
· The number of statements should reflect the relevancy of the position and the length of the position. List the most important statements first in the series.

Example: Developed policymaker survey and identified sample.

Example: Responded to 15-20 constituent inquiries per week.

Example: Conducted 30 residential water audits, including landscape and irrigation water usage.

Example: Researched feasibility of grass straw as a renewable energy source.

Example: Designed and implemented first major donor cultivation plan for the organization.

Example: Wrote and submitted $50,000 grant proposal to expand emergency medical services.
VOLUNTEER (or COMMUNITY INVOLVEMENT)
Title
September 2007 – present
Organization

City, State

· Ongoing university-related or community-related experience, citizen boards and commissions, nonprofit boards, and any other relevant volunteer experience. 
· List 2-3 descriptive statements for each volunteer experience.  Follow guidance outlined in “EXPERIENCE” section.

Example: Coordinate 100 student volunteers for annual campus food drive.

Example: Appointed to citizen advisory committee for a three-year term.

Example: Meet monthly to review budget, assess programs, and approve policies.
Example: Developed two-week environmental education curriculum for middle school students.
LEADERSHIP
· University-related or community-related activities that include leadership or significant responsibility. List location if not stated in activity.

· If activity is long-term or needs explanation, consider listing in “VOLUNTEER” section.
Example: Treasurer, University of Oregon Environmental Policymakers and Planners, 2008.

Example: Volunteer Coordinator, 2007 Eugene Peace Conference, January – April 2007.

SKILLS
List specific computer software programs (choose among Microsoft programs); state language proficiencies for speaking, reading, and writing (novice, intermediate, advanced); and note other special or relevant skills.

· Computer:  Microsoft Office (Word, Excel, Access, Outlook, PowerPoint, Publisher), SPSS, Dreamweaver, FileMaker Pro, ArcGIS, InDesign.

· Spanish:  intermediate-level speaking and advanced-level writing.
· Other special skills.

ADDITONAL/OPTIONAL HEADINGS (order of headings based on relevance to position)
· Certifications

· Professional Affiliations

· Publications

· Research

· Training or Professional Development

Resume Basics
1. There are many resume formats that are acceptable. Whichever format you choose, you must present your background in a clear manner that encourages the reader to actually read your resume.

2. Don’t include the following: objective statement, GPA, undergraduate activities, personal information (hobbies, interests, sports), list of references or a statement that references are available on request.

3. Your resume must be error-free as it is an example of your work. 

4. Choose a basic font such as Arial (10 or 11 pt) or Times New Roman (11 or 12 pt).

5. Don’t exceed two pages.  

6. If you submit a hard copy, print on white or off-white paper.  There are now 100% recycled business stationery and eco-friendly resume paper options available.

7. For additional information: http://wagner.nyu.edu/careers/resources/howto.php.
