John M. Smith

JSmith@gmail.com

Permanent Address:





               Contact Information:
123 Main Street








(555)-555-5555

Hometown, WV 12345
Education
Fairmont State University, Expected Graduation: May 2013


Bachelor of Science in Biology



College of Science and Technology



Cumulative GPA: 4.0



Hometown High School, June 2009


Magna Cum Laude, GPA: 4.0


SAT: Verbal 600, Math 610

AP Macroeconomics 5, AP English Literature 5



National Student Leadership Conference

Washington, D.C.

June 2008


Activities

Leadership



President of Honor Society 

Conducted
 society meetings, organized fundraisers



Track



Captain of Hometown High School Varsity Track Team

Led team activities, built team morale



Photography



Photographer for Hometown High School Yearbook




Appraised and compiled a wide range of school photographs



Community Service



Soup Kitchen Volunteer




Served meals on Saturday evenings to the less fortunate

Honors


Top of the Mountain Scholar (2009)


Key Club Grant (2009)


Community Service Award (2009)


National Honor Society (2007-2009)
Employment

Retail Store, Sales Associate, Hometown, WV (Summer 2008)



Favorite Restaurant, Cashier, Hometown, WV (Summer 2007)



Horseshoe Camp, Volunteer Counselor, Next Town Over, WV (Summer 2006)

Special

Fluent in Spanish, Proficient in C++
Skills

�Your name should be the largest words on the paper.  You want a prospective employer to be able to quickly find your resume among many in a pile.


�Make sure to use a professional email address. “WildChild@funtimes.com” is not suggested.


�This number should be a phone number that has a professional voicemail message attached to it and one that you answer often.


�Include your GPA once you have completed your first semester.


�Be sure to include all honors that you graduated with.


�Activities can include sports, band, theater, dance, photography, community service, leadership, clubs, etc.  Be sure to highlight examples where you stood out from the crowd.


�When describing activities that you have already done, be sure to use past tense verbs. If you still participate in the activity, use present tense.


�In this section include any scholarships, awards, grants, and honors you have received.  List them in reverse chronological order, with the most recent one first.


�List all employment in reverse chronological order. (The most recent, or current, job first.)


�List any special skills you may have, such as foreign languages, computer skills, or if you have the ability to operate special machinery.





