CAREER SERVICES
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FirstName LastName
## Street | City, ST ZIP | ###.### #### | email@murraystate.edu

Summary of Qualifications
2 Listin 3 - 5 bullets the skills and personal traits you bring to a positon
2 Efectve communicator, recognized for ability to build rapport easily
2 QOrganized problem solver in fast-paced environments
2 Detail-oriented writer entrusted to edit and send professional documents

EDUCATION
DZA0AL MAKG hYSIGAEsHI; Murray, KY | Bachelor of Arts, English; May20xx
2 GPA: 3.35/4.0

EXPERIENCE
"IGAH ZYekiZDOZY; Somewhere, KY | Fill-in Secretary; Oct 20xx - Jul 20xx
2 Entrusted to complete paperwork.
2 QOrganized fles for eFcient future access.
2 Communicated with customers and vendors via phone and face-to-face.
WAZ 15EGYDG ~DSZZl; Somewhere, KY | Crossing Guard; Aug 20xx - May 20xx
2 Monitored tra¥Fc fow and directed students in safe road crossing.

2 Handled weather and situatonal emergencies as directed through training.

AIGGH 8AWAILY, Somewhere, KY | Nanny; Aug 20xx - May 20xx
2 Coordinated aferschool actvites for two elementary-aged children.
2 Arrived in tmely manner consistently.

ACTIVITIES
~ZD5AI AZ3Z04L): Member, fall 20xx - present; Treasurer, spring 20xx - present
WAZTGEESZY Al KGOAYABZY: Member, fall 20xx - present; VP Membership, fall
20xx - present

KEY SKILLS
8Z0Gi0Y >AY0ZAOG

These are brief resume writng tps. For more

detailed directon please see the Career

Handbook at WZdALEHALG GEZ DAIGGE.
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2 Appropriate font(s)

Header text size (12 - 14 pt font)

Body text size (10 - 12 pt font)

Fills the page (one page only)

NO high school info afer sophomore year

unless specifcally related to objectve

2 NO grammatecal/spelling mistakes

2 NO references (belong on separate page)

- NO social security #, birth date, picture,

marital status, gender, ethnicity, or religion

ZY4ARt Y1ZaWAeZY

Includes name, address, phone number, and

e-mail address clearly at top of page
EZDAGZY

2 |nclude Murray State, degree and grad date

- Include minor(s) if applicable

EDGHRGYDG
2 |nclude employer/organizaton, locaton,
ttle and dates of employment (month/year)
listed present to past

2 Use present or past tense acton verbs
- Use concise bulleted statements

L2738 DBIeGE
2 |nclude those most related to job

2 Include dates and list present to past
- Include leadership role ttles

<GL MUstie
2 |nclude those areas that communicate your
Tt to the job you are seeking to fll
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