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· One-page desired
· Avoid excessive white space
· Use reverse chronological order when listing experiences/projects
· Use narrow margins for more room 
· Font side 11 or 12
· Applicant Tracking Systems (ATS) – most companies use artificial intelligence software to streamline the number of applications to review. Read more about this tool - Applicant Tracking Systems: A Guide for Job Seekers (jobscan.co). 
· Proofread your resume and have multiple people review it for you
· Once completed, share widely!
Add any extracurricular activities including student organizations, community groups, and any leadership roles.
Hobbies and volunteer experiences are ways to distinguish your range of facets and dimensions. It allows an employer to see who you are beyond your degree.
Your achievements represent efforts, work ethic, and transferrable skills that are valuable to employers.  



The heading should include contact information that you will use beyond college. Add city, state, telephone number, email, and LinkedIn URL.
The summary is an effective way to introduce yourself to employers. It can also serve as your elevator pitch for a quick verbal introduction.
Consolidate all your skills in one area of your resume. Create categories, bold, and use colons to begin the list of skills. Include software, hardware, certifications, and soft skills, as well. Multi-lingual? Don’t forget your languages.
Education. Brag on your school! Use the descriptors earned by your college (i.e., accreditation, research status, etc.). Add GPA if above 3.0. Include graduation month and year. Can also include minors and relevant coursework.

Internship/Work/Research Experience. This area can be placed in different places on your resume depending on where you are in your career. Add the job title, company name, city, state location, and timeframe worked. Key point: When describing your work, focus on the results gained in the role. Use bullet points and start each bullet with an action verb. Refrain from using full sentences and pronouns (i.e. I, he, they, etc.).



Additional resume tips to optimize your resume and secure your next career role.



Check out additional career on the 
UNT Career Center website!
Careercenter.unt.edu
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Dallas, Texas = 123-456-7890 * Your Email Address

PROFESSIONAL PROFILE
A professional profleis a short summary of your skils, qualiications, atibutes, and strengths related 0 he job
opening.f can nclude years of experience and shows your best few measurable achievements tha ft thejob It
makes your resume stand out sharing quick, clear, and concise nformation about whal you can ofer an employer. I
‘should ot be much longer than trs or perhaps o addional sentences.

PROFESSIONAL PROFILE
A compassionate, self-motivated, kinesiology major student with exceptional active lstening, communication
and interpersona skis. Highly organized, energized attitude and eager t learn and gain experience in the
healthcare field. You can add more f you wan to highlight other attrbutives 2bout yourself.

SKILLS — Thisselection is optional and can include any skill o technology relevant to the position

EDUCATION
University of North Texas Denton, TX

Your Degree Graduation May 2023
‘Community College - If you completed Associate Degree iy, state

Your Degree May 2019

RELEVANT EXPERIENCE

‘Company Name- Most Recent ciy, sate

Position Title: Date -Present

+ Using s present s action verp, st an accomplsnment
+ Using s present tens action vero st an accomplsnment
* Lt 35 accomplishment statements
Company Name —ext most recent Denton, T
Posion Tt May 2020 - une 2022
+"Using s past tense scion verd, st sn acomplshment
+ Using s pas tense scion verd, 5t an accomplshment
* Lt 35 accomplishment satements
Company Name Denton, T
Volunteer— frelevant o posiion you re applying for April 2022
Ifvolunteer experienc s norreevant st i nfomtion below under Communy Service
= Using s present/past tense scon ver, st an ccompisnment
+ Using s present/past tense acion v, st an sccomishment
* Uit 35 accomplishment statements
WORK EXPERIENCE — Other non-elevant work experience
Company Name Denton, T
Postion it May 2017 - June 2021
+"Using s presentpast tense acon ver, st an sccomishment
+ Using s present/past tense acion v, st an sccomishment
* Lt 35 sccomplishment satements
Community Service
+ Listyour voluner nformation ot sted abovein Volunteer secion
+ Use bulets
MEMBERSHIP ~ 1 you e invoived in someting elevant o th 0o you are seking
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