Name 	Comment by Author: This document is formatted at 1” margins on all sides. If you are running out of space, you can change it to 0.5”DO NOT adjust margins past .5"
Email Address | Phone Number | City, State	Comment by Author: Include at least two ways to contact you (email, phone, address, etc). If you include your phone number, make sure you have a professional-sounding voicemail greeting set-up. Some students also include their linkedin address and Gallup strengths here. If you include an address, city/state is enough info. Including a full address can be a privacy issue when your resume is posted on job boards.
Additional information (CliftonStrengths, LinkedIn, GitHub Link)

SUMMARY	Comment by Author: This is a series of statements that describe your soft skills such as responsibility, dedication, etc.   When you compose this statement avoid using personal pronouns (I, we, me).


AREA OF EXPERTISE



· 



· Risk Assessment and Management
· Investment Strategies and Portfolio Management
· Data Analysis and Interpretation
· Regulatory Compliance and Auditing
· Project Management
· Customer Relationship Management (CRM)
· Team Leadership and Development


EDUCATION	Comment by Author: Always list degrees by highest to lowest (PhD, Masters, Bachelors, Associates). Do not list your high school education information. Make sure for each degree you have the following info: institution name, location (city, state), degree name, graduation date (month year).
Degree Name         	Graduation: Month Year                                                  
Bellevue University, Bellevue, NE                                                                  	Cumulative GPA: #.#/4.0	Comment by Author: This is optional. If you are applying for internships, we highly recommend you include this information, especially if your GPA is higher than 3.75 Be sure you list it over the total possible GPA. Example: 3.89/4.0


INTERNSHIP EXPERIENCE
[position/title]	[month year – month year]
[Organization Name]	[City, State]
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]

ACADEMIC PROJECTS	Comment by Author: This is optional.
[Project Name] 	[month year]
· [description, action verb + what + how + why]

PROFESSIONAL EXPERIENCE
[Position/title]	[month year – month year]
[Organization Name] [City, State]
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]

[Position/title]	[month year – month year]
[Organization Name] [City, State] 
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]

[Position/title]	[month year – month year]
[Organization Name] [City, State] 
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]
· [description, action verb + what + how + why]

