Name
Street Address

City, State Zip Code

Phone  

   xxxx@uoregon.edu

EDUCATION
University of Oregon, Eugene, Oregon

Bachelor of Arts or Bachelor of Science: Planning, Public Policy and Management, expected June 2008
                           

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

EXPERIENCE
Title
September 2007 – present

Organization/Business
City, State



     

· List work experiences, internships (paid and unpaid), and work study in reverse chronological order (most recent first). 

· Use present tense for current positions and end each statement with a period.  

· Use action verbs to describe tasks and responsibilities. Do not use pronouns.  
· Be specific and use numerical terms to quantify accomplishments.

· List 2-5 descriptive statements for each position.

Example: Facilitate weekly meetings of 12 resident assistants. 

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.
Example: Facilitated weekly meetings of 12 resident assistants. 

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.

Example: Conduct nature hikes for groups of children, ages 8-10.

LEADERSHIP ACTIVITIES
· University-related or community-related activities that include leadership/significant responsibility.
· If activity is long-term or needs explanation, consider listing in “VOLUNTEER” section.
Example: Treasurer, University of Oregon Environmental Policymakers and Planners, 2008.

Example: 5th Grade Community Ride Leader, Eugene Bicycle Coalition, October 2007.

SKILLS
· Computer:  Microsoft Word, Excel, and PowerPoint.

· Spanish:  advanced-level speaking, intermediate-level reading, and novice-level writing (choose level for one or more areas as appropriate).

· Other special or relevant skills.
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, high school activities, personal information (hobbies, interests, sports), list of references or a statement that references are available on request.

3. Don’t state GPA, but include Dean’s List followed by the year in the “EDUCATION” section.

4. If you are in the Robert D. Honors College, include your thesis in the “EDUCATION” section.

5. You may also include certifications, significant trainings, professional affiliations, publications, and research.

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

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

8. Don’t exceed two pages.  

9. 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.

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