
 Résumé Outline 

Personal Information 

Full Name ____________________________________ Phone Number ________________________________ 

Professional Email Address  ___________________________________________________________________ 

Physical Address (Optional) ___________________________________________________________________ 

LinkedIn Profile (Optional) ________________________ Website (Optional) ___________________________ 

Education 

University Attended ________________________________________________________________________ 

Degree __________________________________________________________________________________ 

Minor _____________________________________ GPA (Optional) _________________________________ 

Honors __________________________________________________________________________________ 

Dates (Include dates attended and/or expected graduation date) ___________________________________ 

City/State _______________________________________________________________________________ 

Relevant Coursework 
__________________________________________________________________________________________
__________________________________________________________________________________________ 

University Attended _______________________________________________________________________ 

Degree __________________________________________________________________________________ 

Minor _____________________________________ GPA (Optional) _________________________________ 

Honors __________________________________________________________________________________ 

Dates (Include dates attended and/or expected graduation date) ____________________________________ 

City/State _________________________________________________________________________________ 

Relevant Coursework 
__________________________________________________________________________________________
__________________________________________________________________________________________ 

Career Advising • Email Address: careeradvising@jsu.edu



Experience 

Place of Employent _______________________________ Title ____________________________________

Dates (include semester/year or months/year) _______________________________________________ 

Location (city, state) ____________________________________________________________________ 

Responsibilities/Accomplishments 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 

Place of Employment_______________________________ Title ________________________________

Dates (include semester/year or months/year) _______________________________________________ 

Location (city, state) ____________________________________________________________________ 

Responsibilities/Accomplishments 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 

Place of Employment _______________________________ Title ________________________________

Dates (include semester/year or months/year) _______________________________________________ 

Location (city, state) ____________________________________________________________________ 

Responsibilities/Accomplishments 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
____________________________________________________________ 
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Place of Employment _______________________________ Title ________________________________ 

Dates (include semester/year or months/year) _______________________________________________ 

Location (city, state) ____________________________________________________________________ 

Responsibilities/Accomplishments 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

Volunteer Experience 

Activity____________________________________ Position ___________________________________ 

Date(s)____________________________________ City, State _________________________________ 

Responsibilities 
__________________________________________________________________________________________
__________________________________________________________________________________________ 

Activity____________________________________ Position ___________________________________ 

Date(s)____________________________________ City, State _________________________________ 

Responsibilities 
__________________________________________________________________________________________
__________________________________________________________________________________________ 

Activity____________________________________ Position ___________________________________ 

Date(s)____________________________________ City, State _________________________________ 

Responsibilities 
__________________________________________________________________________________________
__________________________________________________________________________________________ 

Campus Involvement 

Activity____________________________________ Position ___________________________________ 

Date(s)____________________________________ City, State _________________________________ 

Responsibilities 
__________________________________________________________________________________________
__________________________________________________________________________________________ 
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Activity____________________________________ Position ___________________________________ 

Date(s)____________________________________ City, State _________________________________ 

Responsibilities 
__________________________________________________________________________________________
__________________________________________________________________________________________ 

Activity____________________________________ Position ___________________________________ 

Date(s)____________________________________ City, State _________________________________ 

Responsibilities 
__________________________________________________________________________________________
__________________________________________________________________________________________ 

Achievements/Accomplishments/Awards 

Award _______________________________________________________________________________ 

Award _______________________________________________________________________________ 

Award _______________________________________________________________________________ 

Licensures (Current or Pursuing) 

License ______________________________________________________________________________ 

License ______________________________________________________________________________ 

License ______________________________________________________________________________ 

Certifications 

Certification __________________________________________________________________________ 

Certification __________________________________________________________________________ 

Certification __________________________________________________________________________ 

Professional Development/Trainings Attended/Conferences Attended 

Training ______________________________________________________________________________ 

Training ______________________________________________________________________________ 

Training ______________________________________________________________________________ 

Training ______________________________________________________________________________ 



   Hard Skills

Skill _______________________________________ Skill ______________________________________ 

Skill _______________________________________ Skill ______________________________________ 

Skill _______________________________________ Skill ______________________________________ 

 Soft Skills 

(Emphasize competencies and skills that you would want a potential employer to know about you.) 

__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 

References 

Name __________________________________ Title _________________________________________ 

Company _____________________________________________________________________________ 

Phone Number _________________________ Email Address ___________________________________ 

Street Address (Optional) ________________________________________________________________ 

Relationship to Reference _______________________________________________________________ 

Name __________________________________ Title _________________________________________ 

Company _____________________________________________________________________________ 

Phone Number _________________________ Email Address ___________________________________ 

Street Address (Optional) ________________________________________________________________ 

Relationship to Reference _______________________________________________________________ 

Name __________________________________ Title _________________________________________ 

Company _____________________________________________________________________________ 

Phone Number _________________________ Email Address ___________________________________ 

Street Address (Optional) ________________________________________________________________ 

Relationship to Reference _______________________________________________________________ 
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