<First Name Last Name>
<Street Address, Apartment Number>
<City, State Zip Code>
<Email Address> · <Phone Number>	Comment by Marina Zhavoronkova: Make sure your email address is appropriate – no babygirl71@yahoo.com or markyyyyyyyyyyyyy@gmail.com. 	Comment by Marina Zhavoronkova: Only provide ONE phone number here – the best number at which to reach you. Don’t let the interviewer have to guess which number is best for you.
Objective
[bookmark: _GoBack]In one sentence, explain what you would like to accomplish (i.e “To graduate with a CTE endorsement…” “To gain a career in the IT field…”)

Education 	Comment by Marina Zhavoronkova: This section is for your high school education and for any other courses you have taken (such as College Now). Any education-related programs or workshops (so anything that includes more than an class) should go under extracurricular activities.
<High School Name, City, State>								Class of <Year>
· Overall GPA: <GPA>
· Relevant courses: <Insert honors courses, AP courses, or relevant electives here>
· <Insert any school-based awards – Honor Roll, Perfect Attendance, etc. here. Feel free to add more bullets if necessary.>	Comment by Marina Zhavoronkova: In general, include awards under the larger area where you received them – so if you received awards while participating in Model UN, for example, list Model UN under Extracurricular Activities and list your awards under a bullet point. Do the same for Relevant Experience and Education. 

Relevant Experience	Comment by Marina Zhavoronkova: Include any relevant work, internship, or volunteer experience here. DO NOT include onetime volunteer events that you participated in – if you were actually involved in the organization of the event, then include it. We want quality, not quantity.
<Position, Company Name, City, State>							<Date> - <Date>	Comment by Marina Zhavoronkova: If you are still employed here, write “Present”.

Date does not have to be exact – can be Month/Year or Season/Year. 
· <Insert description of your responsibilities at this position here. If you are still working here, make sure to write in present tense. If you are no longer working here, write in past tense. Do not write more than 3 (but preferably 1-2) bullets for each position.>	Comment by Marina Zhavoronkova: Choose strong action verbs to describe your responsibilities, and focus as much on the results or the purpose of your task as possible – for example, don’t write “Helped with filing,” instead, write “Assisted with filing patient records in order to ensure complete patient history.” Don’t write “taught kids,” but instead try “Instructed struggling students in mathematics, resulting in improved performance on classroom exams.”
<Position, Company Name, City, State>							<Date> - <Date>	Comment by Marina Zhavoronkova: You can definitely include more than two experiences here, just use the same format.
· <Insert description of responsibilities here.>
	Comment by Marina Zhavoronkova: This section is for significant extracurricular activities that you have participated in, so don’t include a club you attended once – be ready to discuss this during your interview.
Extracurricular Activities
<Position, Organization/Club/Group>							<Date> - <Date>
· <Insert description of responsibilities here. If this was a leadership position, make sure to include the leadership responsibilities (for example, recruiting new members, organizing events, etc) that you were tasked with.>
<Position, Organization/Club/Group>							<Date> - <Date>	Comment by Marina Zhavoronkova: If you want to list a program that you were a part of (for example, College Summit), then write “Participant,” “Member,” or “Attendee” for Position – whichever is most appropriate. 	Comment by Marina Zhavoronkova: You can definitely include more than two extracurricular activities here, just use the same format and make sure not to go over a page total. 
· <Insert description of responsibilities here.>

Skills
· <Insert any relevant computer skills here (Microsoft Word, PowerPoint, Excel, any programming/design skills, etc).>
· <Insert any language skills here.>
· <Insert any other skills that would be relevant to employers here.>

References
Available upon request
