Your Name
City, ST
Phone number
Email address (you can use either a personal email or school email address)

Professional summary
The Professional Statement/Personal Summary should be 2-3 sentences long and state why you are qualified for the position. Focus on what you have to offer the employer: education, skills, experience, interest in the field.

Skills 
· 
· Use bullet points to list 5-8 skills/qualifications
· What are the requirements for the position, and why do you think you are a good candidate for the position? Tailor your information to the job description, focusing on key words.
· Include both technical and transferable skills.
· Verify your statements using details, numbers, data, facts, etc.

Education
Southwest Wisconsin Technical College, Fennimore, WI 
Program Name, Associate Degree/Technical Diploma/Certificate: anticipated graduation, Month Year
· Other items you could include: GPA if 3.0 or above, named to Dean’s list, club involvement, student senate involvement, related coursework, etc.
· List the most recent degree first.
· You do not need to list high school education.

Professional Experience
COMPANY NAME, City, ST 
Internship/Job Title, Month Year-present
· List job duties/responsibilities you performed that are relevant to the job you are applying for. 
· Write detailed statements that begin with a strong verb or adjective; use data and examples to verify your statements.
· List internships/clinicals/practicums/field studies and jobs in reverse chronological order (most recent first)
· When listing work history that is not relevant to the position, you should focus on transferable skills and/or accomplishments that relate to the position for which you are applying.

COMPANY NAME, City, ST 
Job Title, Month Year-present
· For those with more work experience, this section can be split into “Relevant Work Experience” and “Other Work Experience.” In the “Relevant Work Experience" section, list internships and jobs you have/had that are relevant or related to the job you are applying for. 
· In the “Other Work Experience" section, list jobs not relevant or related to the job you are applying for. List those jobs as follows (you do not need to list job duties for these positions):

Other work Experience
Job Title, Company Name, City, ST: Month Year – Month Year
Job Title, Company Name, City, ST: Month Year – Month Year

Additional sections you could include on your resume:
· Additional Training
· Community Involvement and Extracurricular Activities
