Chronological Resume Format

Use MS word bullet point format button for bullets

Use TAB key, not space bar, to move dates & locations toward right

12 pt font minimum for Garamond, 10 pt minimum for Arial

re-format e-mail so the font is not blue and there is no underline


NAME

e-mail

Street

City, State Zip
Phone

OBJECTIVE:  (Highly specific, short – 2 lines -- statement optimally stating desired position and what you can contribute – education, skills, experience, etc.)

EDUCATION

Western Carolina University





City, State

Full Degree (no abbreviations) and Major



May 2009
· Minor

· GPA: ## (if above 3.0)

RELATED COURSEWORK

· Use this section if the job description merits the listing of specific courses or if you completed upper-level related courses, service-learning, undergraduate research, or class projects that make you a better candidate for the position
EXPERIENCE (this heading could also say, INTERNSHIPS &/or RELATED EXPERIENCE, or OTHER EMPLOYMENT, etc.)
Employer







City, State

Position Title







Dates 

· Action verb describing accomplishments

· Action verb describing accomplishments

· Action verb describing accomplishments

Employer







City, State

Position Title







Dates

· Action verb describing accomplishments

· Action verb describing accomplishments

· Action verb describing accomplishments

COMPUTER SKILLS

· Excel, Word, Access, PowerPoint, etc.
HONORS, ACTIVITIES, & COMMUNITY SERVICE

(this heading could also say, LEADERSHIP & HONORS, or PROFESSIONAL ACTIVITY & VOLUNTEER WORK,  etc.)

· Honor
· Activity
· Leadership Position
· Volunteer Position
