NAME
Address, City, State  Zip

E-Mail Address and phone number
EDUCATION 
UNIVERSITY OF COLORADO AT BOULDER-Leeds School of Business 

 Month & Year of Graduation
Bachelor of Science in Business Administration with an emphasis in ______________
List any Certificates or Minors here

Cumulative GPA or Business GPA (list only if above 3.0 and list whichever GPA is higher, your cumulative or business GPA)
· Relevant Projects: You may want to include details of relevant class projects or fieldwork here, especially if they are directly related to your employment goals.  In sentence format, tell WHAT the project was, HOW you went about it and what the RESULTS were, if any.
· Relevant Courses: You may want to include specific courses in your area of emphasis or toward a certificate.  List higher level electives only and list by name. (No course numbers)
OTHER COLLEGES/UNIVERSITIES, City, State (list semesters abroad, transfers or other degrees)
Degree and Major, dates attended (use the same format as your University of Colorado description above)
If you did not receive a degree, put “Coursework toward B.S. in Business Administration” or “Courses included….” 
HONORS AND AWARDS (use 2 bullets, if you have only one honor, put under GPA, or this category might not exist!)
· List any ACADEMIC OR EDUCATIONAL honors or awards or scholarships, i.e., Dean’s List, Fall 2010
· Sports achievements and awards will be at the bottom under a PERSONAL ACHIEVEMENTS section
LEADERSHIP (this could be an ACTIVITIES or VOLUNTEER EXPERIENCE section, or not exist at all!) 
Name of Organization, City, State








Fall 2010-Present
Officer/Position Title (Member since Fall 2008)









 
· List leadership experience in reverse chronological order (most recent first).  No personal pronouns, I, me, they, our, etc.
· Leadership is different from work experience.  If you were “leading” a group, either in a club, committee or team environment, list it.  Sports are OK here if you were a captain.  If you are a member, but not a leader, just change the category header.  Or, call it LEADERSHIP AND ACTIVITIES if you have some of both.
Name of Organization, City, State








Fall 2009-Spring 2011
Officer/Position Title











· Quantify results and accomplishments of your position, not just responsibilities held.  Tell the reader what YOU did, not what the committee/club as a whole did.  Do you know how much money you raised, people you recruited, or impact you made, QUANTIFY! List this important info!  Give details and show your level of responsibility.  Use periods or not, just be consistent.
· Always use at least two bullet points.  One position or activity is fine, this resume just has two. 
EXPERIENCE

Name of Company, City, State








June 2011-Present
Your Position Title











· List your positions in reverse chronological order and again quantify your results and accomplishments and highlight your level of responsibility.  You can incorporate personal strengths into these bullets if you feel it helps explain your role.
· All work experience is relevant to employment goals and shows responsibility, time management, etc.  Review resume writing hints on the back of this sample or on-line.  Start each bullet with a strong action verb.  A list is available in Career Connections.
· Employers will often scan for key words in your resume that apply to criteria in their job descriptions.  Research jobs that interest you and use the relevant key words in your resume.
Name of Company, City, State








Summers 2008-2010
Your Position Title










 
· Avoid short phrase-y bullets, take the time to think of and write out a detailed description of what you did.  Use past tense if the job is over and present tense if you are still there, i.e., June 2011 - Present
· Always use at least two bullet points
SKILLS (remember, skills are taught and tangible and do not include personal strengths, which are subjective)
· List any and all of your computer skills

· List language skills (classify your ability: Basic, Conversational, Proficient, Fluent)
ADDITIONAL INFORMATION or PERSONAL INFORMATION or PERSONAL ACHIEVEMENTS
· Use this section for any other information that helps market you to potential employers
· Examples- use a bullet for current or high school sports, music or significant accomplishments not listed above
· If you don’t have quantifiable accomplishments use an INFORMATION header and list intramurals, hobbies, interests or certifications.   If you are personally funding the majority of your education and living expenses, list that here.
· Use a bullet to list your high school if you think it might be helpful from a networking standpoint. 
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Undergraduate Resume Tips

· Please try to follow the resume template as closely as possible.  Keep your resume to one page ONLY – no matter how involved you’ve been.  This template is set at 10 point font with 11 point font for the categories.  The margins in this template are set VERY small to fit everything (.5 for left and right and .3 for top and bottom).    You may need to use wider margins and a larger font in order to fill a page, for example, 11-12 point font and 1” margins.
· A resume is “your story” on paper.  Most times, employers will have to “meet” you via your resume before they meet you in person.  A well thought out and formatted resume shows the reader you are articulate, detailed, have good written communication skills and care about the impression you are making.

· A resume is like a funnel.  The “biggest” most important thing you are doing right now is at the top and then funnels down to more detailed, less relevant information.  Each position you’ve held will also be structured this way.  Your first bullet should always be your “biggest” all-encompassing bullet or biggest responsibility bullet.  Employers will read your first bullet and decide how much attention to pay to the rest of the bullets under that job, based on the first.
· A “References” section is not needed on your resume. The employer will let you know when they need your references; this gives you the opportunity to make sure your references are in town or available to talk with them. Please note: it’s usually a red flag to an employer when references can’t be contacted – so confirm your references are available and willing to speak highly of you!

· Use your Boulder street address unless you are sending your resume to people in your hometown.  If so, use your permanent address there.  1234 Oak Street, Boulder, CO  80301 (2 spaces after state) 

· Show results where you can: increased sales by XX %; exceeded 2011 sales quota by 49%; manage club budget of $5,000; raised $10,000 through various philanthropy events; planned event for 500 people, etc.
· When describing your job duties, start each bullet with a strong action verb and give details.  Some examples: 

· Increased sales for carryout business through exceptional customer service and up-selling

· Provided a positive learning environment, motivated, coached and managed a group of ten children 

· Supervise and coordinate activities of dining room personnel to provide high quality service to guests; schedule dining reservations, arrange parties and special services for diners in a fast paced environment

· Removed and disposed of dead trees, maintaining motivation and positive attitude in a repetitive manual labor environment

· Ranked #1 out of ten interns in terms of sales volume, customer retention and new accounts opened

· Co-managed day-to-day operations of busy restaurant; supervised seven employees per shift; calculated employee drawers and the safe; addressed customer complaints and problems using strong customer service skills

· Lead a team of five magazine delivery drivers to ensure on time delivery of the magazine to over 150 drop sites

· Collaborate with peers to ensure customer safety, maintain establishment safety regulations and uphold fire codes
· Supervised two volunteers, handled concert logistics, managed crowd control and vendor booths

· Prepared boats with safety equipment and food supplies; instructed guests on the safety procedures of the river; informed clients of commands for river navigation

· Assembled and analyzed cost basis and cash flow analysis

· Established long-term relationships with media  through promotional activities and market research

· Trained new employees in company processes and job duties, including ……………..
· Answered phones, scheduled 30+ appointments per day, and updated customer databases

· Perform various administrative tasks such as alumni outreach to increase membership

· Coordinated and organized swim lessons for 150 children and CPR certification program for 20 lifeguards
· Analyzed multi-family commercial real estate projects using pro forma financial statements
Your bullets can be longer and include more than one piece of information about a certain topic, just separate with a semi-colon.  If extremely detailed information, 2 sentences per bullet is OK, just use periods throughout resume then.


Of course, always check for spelling errors. Remember, spell check doesn’t catch everything. It’s a good idea to have your friends, business acquaintances, etc, look at your resume - the more “eyes”, the better.

To make an appointment with your Career Advisor, call Career Connections at 303.492.1808 or stop by Suite 227.[image: image2.emf]
