


James T. Jobhunter 
jobhunter@email.msmary.edu 

301-123-4567 

Campus Address Permanent Address 
16300 Old Emmitsburg Rd. 23 My Home Dr. 
Emmitsburg, MD 21727-7799 Home City, MD 12345 
  

OBJECTIVE:  
Hard-working graduate with proven leadership and organizational skills seeking to apply my abilities to 
further the growth of an organization (use specifics about the organization and the role they want to fill). 

 

EDUCATION:  
Mount St. Maryôs University Emmitsburg, MD 
Bachelor of Arts or Bachelor of Science iné May 2020 
Minor inéor Concentration iné 
GPA (if itôs above a 3.0, otherwise omit) 

 

WORK EXPERIENCE: 
 Company XYZ Emmitsburg, MD 
 Intern  January 2017 – Present 
¶ Use action statements and words to describe your experiences and accomplishments. 
¶ Quantify / qualify your statements when possible. 
¶ Cite any skills you may have learned from this experience that could help you in the future. 
¶ Employ 2-6 bullet points per experience. 
¶ Observe the back page of this guide for sample verbs. 

 
 Camp 123 Emmitsburg, MD 
 Camp Counselor May 2016 – August 2016 
¶ Provided additional experiences which show versatility and well-roundedness. 
¶ Represented transferable skills, such as teamwork, leadership, organizational, problem-solving, critical 

thinking, communication, and more. 
¶ Translated skills from a job that did not seem relevant into relatable work experience. 
¶ Applied past tense to action verbs when the experience was completed in the past. 
¶ Used consistent formatting throughout resume, including dashes, emphasizing features, and punctuation. 

 
HONORS:  

Deanôs List  Fall 2016 – Spring 2018 
Student Leadership Award Fall 2016 
Presidential Scholarship Fall 2016 – Present 

 
ACTIVITIES: 

Vice President, Campus Activities Board January 2017 – Present 
Habitat for Humanity August 2015 – Present 
Intramural Volleyball February 2017 – April 2018 

 
SKILLS:  

Microsoft Office Suite (Word, PowerPoint, Excel, Publisher, Outlook), Photoshop, Canva, Facebook 
Conversational French (Speaking, Reading, and Writing) 
CPR Certified 

GENERAL RECOMMENDATIONS 

Do not use a resume template; a template will become harder to edit over time. Margins should be the same on each side and be 
between 0.5ò and 1ò. Use a font between 10-12 pt. in size.  Your name should be the largest thing on the page: try a 16 – 20 pt. font.  
Employ an easy to read font; several good examples are Times New Roman, Arial, Verdana, or Book Antiqua. Consider using tab 
stops to help keep your formatting consistent. Your resume may have a second page if you have enough relevant work experience. 
Text should cover at least 1/3 of the second page; otherwise, change the fonts and margins to keep the document at one page. There 
should be NO colors on your resume, though color for hyperlinks which occur automatically are acceptable. 
 

THE PARTS OF A RESUME 

HEADING 

The heading includes: 

¶ Your full name (or the way you formally sign your name). Should be clearly seen and stand out from the rest of the resume. 
Use all caps and/or bold. 

¶ Campus and permanent addresses 

¶ Phone number (best one to reach you) 

¶ Email address (should sound professional; Mount St. Maryôs email account would work well) 

¶ LinkedIn URL (optional) 
 
OBJECTIVE STATEMENT 

This is an optional section on your resume.  If you are struggling to draft something effective it is ok to omit it.  An objective is 
a short, targeted statement that clearly outlines your career direction while simultaneously positioning you as the ideal 
candidate for the employer.  The skills and abilities the employer are searching for should be mirrored in this statement. As a 
starting point, think of an adjective that describes you such as hard-working student, or practiced lab assistant.  For additional 
help, see the Career Center. 

EDUCATION 

For most graduates and current students, it is advisable to put this information immediately following the objective at the beginning 
of your resume.  List your most recent degrees first.  Include:  

¶ Most recent institution (Mount St. Maryôs University), as well as other institutions you have previously attended 

¶ Month and year of graduation, degree(s) 

¶ Major(s), minor(s), concentration(s) 

¶ GPA (if over 3.0) 

¶ Projects, papers, research presentations and/or simulations completed in upper-level classes can also be included here. 
 
EXPERIENCE 

This section of the resume may include Work Experience, Internship/Volunteer Experience, Related Experience, etc. Depending on 
past work history, your resume may include one or all of these areas.   

¶ Be well-organized and clear, informative without being too wordy. Use action verbs (on back page). 

¶ Quantify how much you did and qualify how well you did it. 

¶ List each place of employment with location (city, state), dates of employment (month/year), and position(s) held.  Be sure the 
location and date formatting matches the formatting in the Education section. 

¶ Bullet or briefly explain responsibilities held, skills demonstrated, and accomplishments achieved for each position. 

¶ Emphasize the contribution you made as a result of performing those duties. This description is best written with bullets for 
easy readability. 

HONORS/ACTIVITIES 

¶ This is an excellent section to include, especially for students and recent graduates. Honors and Activities may also appear as 
separate sections.  However, if you only have one or two honors that are academically-related, you may want to include Honors 
with the Education section and create a larger Activities section. 

SKILLS 

¶ This is a valuable section to include in any resume. Computer or technological skills are highly marketable and will serve as a 
benefit to most positions. If your computer skills extend to more technical skills and programming languages, be sure to 
highlight these skills clearly.  List all computer programs you know how to use including social media. 

¶ Other skills may include language (verbal, writing, reading, foreign languages), certifications (such as CPR, Peer Tutor, etc.), 
and completed training outside your formal education. 


