FirstName LastName
City, State • Zip Code • Phone Number • Email • LinkedIn URL
Your resume should be one page unless you have at least 10 years of relevant experience in the area where you are applying. Align all dates (graduation and employment dates) on the right margin. Use consistent spacing between sections and avoid using abbreviations. Check spelling and grammar throughout. 

EDUCATION
If you have an associate’s degree, add it after UH with the year you earned the degree on the right margin.
University of Houston, Houston, Texas
Bachelor of Science in Integrated Studies 
Concentration in [Concentration] and [Concentration]                                                (Anticipated) Graduation Month & Year
GPA: 3.0 (only add if 3.0 or higher)

RELEVANT COURSEWORK 
This section should only list courses that you have completed or currently enrolled in, and are relevant to the type position you are applying to. These will likely be concentration-specific courses, not core curriculum. 
This is a sample resume. All information in red, blue, and in parentheses is shared as a note and should not appear on your personal resume. Your resume should represent your own experiences. Schedule an appointment with a University Career Services Career Counselor in AccessUH for a Resume/CV Critique if needed.  Updated March 2026
· Course Abbreviation + Course Number
· Course Abbreviation + Course Number
· Course Abbreviation + Course Number
· Course Abbreviation + Course Number
· Course Abbreviation + Course Number
· Course Abbreviation + Course Number

EXPERIENCE
Use this format to structure your experience for each job you’ve had. Add your experiences in reverse chronological order most recent to oldest. Write about work you no longer do in past tense. If you end your bullets in period, use periods consistently in this section.
Company Name, Location or Remote
Your Job Title                                                                                                   Starting Month & Year – Ending Month & Year
· Begin each bullet in your experience section with a strong action verb—Designed, Collected, Oversaw, Trained, etc. 
· Describe your work and responsibilities to help the reader understand what you did. Write your statements in phrases, not complete sentences. Example: Designed sample resume for review by students in academic unit 
· Avoid using ‘Responsible for,’ or weak verbs that don’t add value to your statement (i.e. Made, Used, Helped/Assisted, Did) – See a list of resume action verbs on p. 17 here. 
· Use quantitative data to give an idea about the scope of your work when you can: Conducted informational presentations and workshops to 25-50 students each semester – Note: Quantification might include the number of people you manage, the number of people you serve or are involved in something you do, the percentage that you improved/impacted something, the amount/range of money you handle in transactions, or how often you do something (i.e. Led monthly meetings; Trained 10-15 new employees).
· If you frequently used a specific program or software to do your work, share some information about how it was used—Monitored and recorded inventory using shared Microsoft Excel spreadsheet

ACHIEVEMENTS
Do not include high school accomplishments in this section.
American Pre-Dental Association, Member of the Year, Spring 2025
Dean’s List: Fall 2022, Spring 2023, Fall 2023
XYZ Scholarship, Fall 2022

ADDITIONAL EXPERIENCE
These are examples of activities that might go in this section in reverse chronological order.
American Pre-Dental Association, Spring 2023-Present
Cougar Cupboard, Volunteer, Fall 2022-Present 
Student Programming Board, Member, Spring 2025

SKILLS
Limit this section to technical or language skills rather than subjective information.
Fluent in Spanish
Microsoft Word, Excel, PowerPoint, Canva 
