NAME (Final version must be 1 page)
Phone | Email (first.last@colorado.edu) | LinkedIn URL (ensure customized URL)
EDUCATION
University of Colorado Boulder – Leeds School of Business			       Anticipated Graduation Month/Year
Bachelor of Science in Business Administration, Emphasis(es) in ________________
Minors or Certificates 
· Cumulative GPA X.XX or Business GPA (list if above 3.0/two decimal points is best practice) 
· Awards/Scholarships: (qualify so reader knows what it is) | Dean’s List (all eligible semesters)
· Relevant Coursework: If applicable, list 3-4 customized to job applying for (do not use numeric abbreviation)
· Relevant Project: Include here if you are only listing one; otherwise include in a separate Projects section
Study Abroad Program and/or other colleges attended (if applicable)			            January 20XX to Present 
· Description (degree, major, dates attended, use same format at CU Boulder description above)
· Description (if did not receive degree put “coursework toward…”)
Specialized Program (e.g., Honors, Diverse Scholars, Scholars, BEWiT, CESR Fellows, DLF, etc.)
· Description, add key words that match job description
· Description, add key words that match job description	
HONORS AND AWARDS *OPTIONAL (If you have only one honor/award, include in the Education section instead)
· List any academic/educational honors/awards/scholarships with qualifying context (e.g., how competitive it is)
· Depending on how many awards you have, it may be best to include in education section as shown above 
WORK EXPERIENCE
Name of Company											         City, State Your Position Title   								      Month/Year – Month/Year or Present
· List your positions in reverse chronological order (most recent first)
· Quantify your results and accomplishments (utilized X to do Y resulting in Z); verb + task + result/skill/outcome
· Tailor your resume to the keywords in each job description
Name of Company											         City, State Your Position Title							                                    Month/Year – Month/Year  
· Bullets should be formatted as action; use past tense if the experience is completed and present tense if still there
· Include 2-5 bullets per position depending on experience gained; no personal pronouns, I, me, they, our, etc.
RELEVANT ACADEMIC PROJECTS *OPTIONAL (If you have only one project, include in the Education section)
Name of Class (full title not numeric abbreviation)				                                                City, State 
Project Title 									                      Month/Year – Month/Year
· Include if you have multiple class projects or projects completed through a student organization directly related to your employment goals
· Describe what the project was, how you completed it, and what the results were; include how you utilized and prompted AI, if applicable
Business Core Applied Semester (if applicable | can go in education section)		                                   City, State                       
Team Member										          Month/Year – Month/Year
· Collaborated in a cross-functional team to deliver comprehensive business solutions for (add specifics)
· Conducted in-depth analysis and developed actionable recommendations for (e.g., market entry strategy, process optimization, financial forecasting, etc.) 
XYZ Corporation – Forage Simulation 						                     Simulation/Remote      Project Name (e.g., Data Analytics Simulation)						              Completed Month/Year
· Describe what the project was, how you completed it, and what the results were
· For example: Utilized MS Excel and Tableau to clean and analyze datasets resulting in performance visualization
LEADERSHIP AND COMMUNITY ENGAGEMENT Or LEADERSHIP AND ACTIVITIES
Name of Organization										                      City, State Officer/Position Title									         Month/Year – Month/Year 
· List experiences in reverse chronological order
· Include clubs, sports, volunteer work, leadership within organizations, etc. 
· Quantify results and individual accomplishments of your position, not just responsibilities held (how much money you raised, people you recruited, impact you made, etc.)
First Year Global Experience (if applicable)					                   		    City, Country
Participant						              			          Month/Year – Month/Year	           
· Cultivated global business acumen through a semester-long course focusing on (add specifics)
· Applied knowledge to real-world scenarios by meeting with business leaders in LOCATION, enhancing cultural understanding, and personal adaptability
SKILLS AND INTERESTS/ADDITIONAL INFORMATION
· Technical: Financial modeling, Excel (Pivot Tables, VLOOKUP), Python, AI Skills (key terms from job description)
· Professional: Sales, Customer Service, Lead Generation, Data Analysis, Forecasting, Market Research
· Language(s): List any in which you are fluent or business proficient
· Certifications: (if not included underneath Education): CFA Level 1 Candidate, Bloomberg Market Concepts
· Interests: (think of this as a conversation starter): List 3-4 specific hobbies/interests that differentiate you as a candidate that are fun talking points (e.g., Historical Podcasts Enthusiast – be able to reference examples!)

For tips on tailoring your resume to the position you are applying for and getting through the Applicant Tracking System click here.

This template is intentionally comprehensive and if your resume exceeds one page, consider reducing the font size to 10.  

