Use this template to build a focused, one-page resume that highlights your most relevant skills, experiences, and results for your target role—prioritizing quality and alignment over including everything, as employers expect.
Include only sections that are relevant to your experience, replace all placeholder text with your own information, and remove all instructional notes before submitting.
RESUME LENGTH GUIDELINE: 
· For most undergraduate students and recent graduates, your resume should be ONE PAGE
· Include only the most relevant and recent experiences that align with your target role
· Omit less relevant information to maintain clarity and focus
Important: Replace all bracketed text with information specific to your situation before sending. Brackets indicate editable content and should always be customized.
YOUR NAME
Target Role [Optional - E.g. Aspiring Human Resources Coordinator | Student Leader | Research & Program Support – delete this note] 
City, State ZIP ∙ (703) 555-5555 ∙ yourname@email.com ∙ LinkedIn URL
PROFESSIONAL SUMMARY [Optional – Add 1–3 lines highlighting your career interests, key skills, and target role. Delete this note]
EDUCATION [list credentials starting with most recent and work backwards – delete this note] 
George Mason University, Fairfax, VA 	Expected Graduation: Month Year
Degree, Major, Concentration (if applicable)	GPA: 3.XX/4.0 [if 3.0 or higher – delete this note]
· Include honors, scholarships, and 3–5 relevant coursework, projects, or accomplishments
· Optional: List Honors & Awards here, or separately if you have multiple or highly relevant recognitions
Study Abroad [if applicable – delete this note] 
Institution Name, City, Country ∙ Month Year – Month Year
· Include relevant academic, cultural, or professional experiences connected to your goals
My Community College, City, State [[if applicable – delete this note]	Graduation Date OR Dates Attended
[Degree, Certificate, or Program Name — if earned] 	 GPA: 3.XX/4.0 [if 3.0 or higher – delete this note]
· Include degree, certificate, or area of study completed or pursued. If no degree was completed, include area of study and/or total credits earned  
· Keep this entry brief and focused; prioritize clarity over detail  
· Avoid repeating coursework or information already listed under your current institution  
SKILLS [Select 2–3 categories. Include only skills you can explain in an interview. Prioritize relevance to your target role. Delete this note]
· Technical & Digital Tools: Microsoft Office (Word, PowerPoint) · Google Workspace (Docs, Sheets, Slides) · Canva · AI-assisted tools (ChatGPT, Copilot) 
· Academic & Research Skills: Research · Source analysis · Writing and editing · Data interpretation · Problem-solving
· Communication & Collaboration: Written communication · Presentations · Teamwork · Active listening · Feedback
· Professional Skills: Time management · Organization · Adaptability · Attention to detail · Accountability
PROJECTS [Include 1–2 strong, relevant projects that showcase applied skills and results—especially those aligned with your target role. List projects starting with the most recent and work backwards. Delete this note]
Project Title
Month Year – Month Year
· Begin each bullet with a strong action verb; highlight tools, skills, and results (what you accomplished, improved, or created)
· Include relevant coursework projects, capstones, research, or independent work
· Use clear, accessible language while still including relevant academic or technical keywords
EXPERIENCE [List your experience starting with the most recent and work backwards. Delete this note] 
Company/Organization Name, City, State
Job Title
Month Year – Month Year
· List most recent experience first. Start each bullet with an action verb. Focus on impact, results, and transferable skills
· Include internships, part-time jobs, volunteer work, leadership roles, and project-based or practicum experiences
· Use measurable details when possible (numbers, size, or what you produced or improved)
Company/Organization Name, City, State
Job Title
Month Year – Month Year
· Same format as above
LEADERSHIP, HONORS & ACTIVITIES [list your experience starting with the most recent and work backwards – delete this note] 
Organization Name or Award Title
Month Year – Month Year
· Include leadership roles, involvement, and dates
· May include academic honors, scholarships, or awards (if not in Education section)
· When helpful, briefly note selectivity, criteria, or significance of recognition
· Focus on roles that demonstrate leadership, initiative, or engagement
FINAL CHECK (delete all notes before submitting):
· Resume is one page
· All instructional text has been removed
· Content is tailored to the job or internship
· Formatting is clean and consistent
