First and Last Name
City, State Zip Code | Contact Number | Email Address | LinkedIn website (optional)

[bookmark: _Hlk203035001]Professional Summary
2-3 sentences bullet points that include your years of professional experience, accomplishments, top skills and strengths as they relate to the position and what you’re looking for in your next role. 

Skills
· 
· Office 365 Suite
· Conflict Management 
· Active Listening
· EKG/ECG Machine 


Professional Experience
Job Title | Company Name – City, State | Month & Year to Month & Year (example: April 2015 to Present)
· Action verb + what you did (job duty) + reason/outcome/results 
· Action verb + what you did (job duty) + reason/outcome/results 
· Action verb + what you did (job duty) + reason/outcome/results 
· Action verb + what you did (job duty) + reason/outcome/results 

Job Title | Company Name – City, State | Month & Year to Month & Year (example: April 2015 to Present)
· Action verb + what you did (job duty) + reason/outcome/results 
· Action verb + what you did (job duty) + reason/outcome/results 
· Action verb + what you did (job duty) + reason/outcome/results 
· Action verb + what you did (job duty) + reason/outcome/results 

Job Title | Company Name – City, State | Month & Year to Month & Year (example: April 2015 to Present)
· Action verb + what you did (job duty) + reason/outcome/results 
· Action verb + what you did (job duty) + reason/outcome/results 
· Action verb + what you did (job duty) + reason/outcome/results 
· Action verb + what you did (job duty) + reason/outcome/results 

Education
Bachelor of Science in (degree type) | College Name – City, State | Expected graduation or graduation date with Month and Year

Associate in (degree type) | College Name – City, State | Expected graduation or graduation date with Month and Year
· Emphasis is (Major/Program of Study), Transferring to (University/College Name)
· Phi Theta Kappa Honors Society Member – August 20XX to Present
· Relevant Coursework: 

High School Diploma | High School Name – City, State | Graduation date with Month and Year

Certifications
· CPR/AED | The American Red Cross | 2025 to 2026 
· EPA Certification | Environmental Protection Agency | 2025 to 2027 

Professional Affiliations
Member | Name of Organization | Year – Year (example 2015 – Present)
Member | Name of Organization | Year – Year (example 2015 – Present)
