First and Last Name
City, State | Email | Phone Number 

Professional Summary
Example: Reliable Oxnard College student with experience in customer service and bilingual communication seeking to contribute to a professional office team.
Formula: [Current Status/Student] + [Top 2 Skills] + [What you are looking to do].
This section is optional 
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)
Relevant Experience 
Skill Category – e.g., Customer Service or Leadership
· Start each bullet with a strong action verb.
· Quantify 4-5 bullet points to fill the page.
· Include examples from class projects, volunteer work, or extracurriculars.
· Connect each task to a specific result or outcome.
· Ensure each bullet point is no more than two lines.
Skill Category – e.g., Organization or Technical Skills
· Group similar tasks from different jobs or classes here.
· Use past tense for finished projects and present tense for current ones.
· Show how you used this skill to solve a problem.
· Keep each bullet point to no more than two lines of text.
· Name specific tools, software, or equipment you used to complete the task.
Work History
Position, Company	MM/YYYY – MM/YYYY

KEEP RESUME TO 1 PAGE DELETE THIS SECTION WHEN FINISHED
