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Professional Summary
Formula: [Current Status/Student] + [Top 2 Skills] + [What you are looking to do].
This section is optional – Remove this if needed to keep to 1 page 
Skills
Technical Skills: List computer skills, software, programs, machinery (ex. MATLAB, Google Suites, C++, POS)
Interpersonal Skills: List skills you have developed through connecting with others (ex. Professional Oral and Written Communication, Organization, Delegation, Conflict Management) 
Educational Experience
Oxnard College, Oxnard, CA	Degree/Major (In Progress) 
	Relevant Coursework: List class names not course numbers
Academic Accomplishments: Deans list, GPA if over 3.5 (if none delete this line)
Work Experience
Position/Company	MM/YYYY – MM/YYYY
· Start every line with a strong action verb like Created, Led, or Improved.
· Match your verb tense to the timeline—use "Lead" if you’re still there and "Led" if you’ve left.
· Use real numbers or percentages to prove you actually got results (e.g., "Increased sales by 20%").
· Keep each job to 3–5 bullet points so the page stays clean and readable.
Position/Company	MM/YYYY – MM/YYYY
· Front-load your most impressive accomplishment at the very top of each job section to grab attention immediately.
· Remove "I," "me," or "my" from your sentences—resume shorthand always starts directly with the action.
· Swap generic words like "Responsible for" or "Helped with" for more powerful alternatives like Executed or Collaborated.
Position/Company	MM/YYYY – MM/YYYY
· Highlight what you achieved rather than just listing your boring daily chores.
· Avoid "orphan" words by ensuring the last line of a bullet point has at least three words; it keeps the white space looking intentional.
· Proofread for consistent punctuation—if you end one bullet with a period, make sure every bullet in the section has one.
