First Last
Campus Address
first.last@marquette.edu 
Permanent Address
125 West Wisconsin Avenue 
(123) 456-7890
123 Main Street, Unit A
Milwaukee, WI  12345 

 Home City, State 23456

Education



Marquette University, Milwaukee, WI
Month Year

Bachelor of Science in Business Administration
GPA: X.X/4.0*



Major: Major (If you will have a double major – Majors: Accounting and Finance)

Minor: Minor (Remove if you will not pursue a minor)

Computer Skills: List language and high-level computer skills #
Experience


Job Title
Month Year – Month Year / Present


Employer, City, State

· Use action words to begin each bullet.
· Describe job duties, responsibilities and skills used or developed in this position.   
· Include accomplishments, with quantitative detail if possible.
· Avoid personal pronouns: bullet phrases are succinct and action-oriented.

Example


Lead Cashier
April 2014 – August 2016

Windmill Ice Cream Shoppe, Chicago, IL 

· Developed weekly work schedule for 8 cashier staff.  Adjusted standard shift times to maintain customer service levels and reduce payroll costs by 12 hours per week. 

· Trained 3 new associates to take orders and document inventory. 
· Provided excellent customer service in a friendly and fast-paced environment. 
Activities


Role


Organization NAME, School OR City, State
Month Year – Month Year
· Utilize bullets to describe roles and experiences.

Honors

Name of Award / Scholarship (describe the nature of the award/honor), 
Dates optional but encouraged
*: Within your education section, a college-level GPA is expected.  You may add this section once you receive grades and a GPA for your first semester at MU.
#: As college-level students, proficiency with MS Word, Outlook, PowerPoint and Excel will be expected by employers and should not be listed on your resume. However, Access is a more unique program and listing this proficiency could be valuable (especially if an employer lists working with Access within the job description).  Similarly, specialized software such as customer relationship management tools (CRMs), computer languages or statistical programs are more unique and use high-level technology skills that could make a positive impact within a resume.  
