First Name Last Name	Comment by Career Advising & Professional Success: Formatting guidelines


Your resumé should be 1-2 pages.
Font: use a professional font line Arial, Calibri, or Times New Roman, size 10-12
Spacing: single-spaced within paragraphs, with a double space between paragraphs.
Margins: use standard 1-inch margins.
City, Province | (000) 000-000	Comment by Career Advising & Professional Success: Location


Include the city and province or country where you are located. If you are applying for a position out of province, you can remove current location.


Do not include your full address as this information is personal and not needed by your employer at this stage.	Comment by Career Advising & Professional Success: Contact information


Provide the employer with your phone number with an active voicemail and professional recording and one email address. Make sure that your email address is professional.


You can also include your LinkedIn url, GitHub, portfolio url, or personal website if applicable. 


You can shorten your LinkedIn url using the following instructions: https://www.linkedin.com/help/linkedin/answer/a542685/manage-your-public-profile-url?lang=en
firstnamelastname@gmail.com| linkedin.com/in/name| https://github.com/name 


PROFILE	Comment by Career Advising & Professional Success: Profile or summary


The purpose of a Profile or Summary section is to hook your reader by summarizing your relevant experience, skills, and accomplishments tailored to each job.


You can include a mix of relevant experience, technical skills, and transferrable skills using 3-6 bullet points. 


Here are some phrases to start your bullet points: 
Experience with...
3+ years of experience…
Ability to...
Knowledge of...
· # years of experience….  
· Ability to / Skilled in… 
· Knowledge of… 
· Proficient in… 

EDUCATION	Comment by Career Advising & Professional Success: Education


The Education section should include post secondary education only.


Start with the title of your degree, followed by your specialization, honors, or major. If you have a minor, you can include that on the same line or the line below.


If you’re graduating within a few months, add the expected graduation date (month, year).


Write the name of your academic institution and its location.


You can highlight up to 5 courses that are relevant to each job. This can be particularly helpful if you have limited experience.
Include the name of the course and not the course number.


You can add 1-2 awards in this section; anything more would require an Awards section.
Title of your degree – Major or Specialization				       Start month year – present
Name of the educational institution, location
· Grade Point Average: X.X/4.3
· Courses: (list up to 5 courses relevant to the job)
· Awards

TECHNICAL SKILLS	Comment by Career Advising & Professional Success: Technical skills


Include your relevant technical skills in this section and organize them according to what is most relevant to the job requirements.
Programming Languages: Python, C/C++, Java, Visual Basic 6.0, HTML 
Operating Systems: Windows, Mac OS, Linux 
Software Packages: AutoCAD, GS 200, CarrieE20II, MS Project, MS Office 

LANGUAGE SKILLS	Comment by Career Advising & Professional Success: Language skills


List all of the languages you speak and include an adjective that describes your ability in that language, starting with the most relevant.


Adjectives you can use: beginner/intermediate/advanced, working, fluent, conversational, spoken/written


This section can be merged with the 


Skills section if you do not want to emphasize your language skills.
Languages: Fluent French, Fluent English

CAREER RELATED EXPERIENCE	Comment by Career Advising & Professional Success: Organizing your experience


Option 1 – Work Experience or Professional Experience: You have relevant professional experience


In this case, you include all your work experience under one heading in reverse-chronological order.


Option 2 – Career-related Experience and Additional Work Experience: You have a mix of relevant and non-relevant experience


In this case, you include any relevant jobs, internships, and volunteer/extra-curricular experience under the Career-related Experience heading.


The rest of your experience can go under Additional Work Experience.


Why split your experience into two sections? Grouping all of your relevant experience together can make for a better sales pitch to an employer.
Title of the position						      Start month year – end month year	Comment by Career Advising & Professional Success: Listing experience


Write the title of your position. For internships, make sure your title is descriptive (Mechanical Design Intern vs Intern).


Include the start and end date of your position. Your experience should be listed in reverse-chronological order.


Include the start and end date of your position. Your experience should be listed in reverse-chronological order.


Start each bullet point with an action verb followed by the task/accomplishment and the result of your actions.


Focus on the results or impact of your actions by using metrics (#, %, $) to quantify your achievements or the scope of your work/project.


Incorporate technical skills and soft skills within your bullet points.
Name of the company, location
· Ensured… 
· Collaborated… 
· Effectively managed…  
· Successfully implemented…    
 
Title of the position                                                                                     Start month year – end month year 
Name of the company, location 
· Inspected… 
· Installed and maintained… 
· Produced… 
· Monitored … 





PROJECTS	Comment by Career Advising & Professional Success: Projects


Including projects on your resume demonstrates your practical experience, problem soiling abilities and expertise in specific areas.


Highlight relevant projects according to the position you are applying for.


Similar to how you would describe a job experience, detail what you have done on the project rather than what the project was about. Incorporate your achievements and the impact of your work as well at metrics to quantify your impact (#, %, $).


Distinguish between team and individual projects and only highlight your contributions only. You can also include personal passion projects in this section as well. Personal projects reflect a commitment to continuous learning. This section is especially helpful if you have limited work experience.
Ground Source Heat Pump, Concordia University					                 DATE
· Developed…
· Analyzed…
· Collaborated…

Energy Audit, Concordia University								   DATE
· Collaborated…
· Conducted…
· Generated…

Air Quality, Concordia University								   DATE
· Investigated…
· Utilized…
· Performed…

TRAININGS AND CERTIFICATIONS	Comment by Career Advising & Professional Success: Training and certifications


In this section you can include professional development and continuous learning.
Professional certifications.


Trainings from Udemy and Coursera can be included.
Title of the training or certification					        Date obtained month year
Name of the institution, location

ADDITIONAL WORK EXPERIENCE	Comment by Career Advising & Professional Success: Additional work experience


Include any other jobs that you have held; part time jobs, student jobs, etc. 


1-2 bullet points to describe your experience.


Focus on transferable skills like team work, customer service, working under pressure.
Title of the position						      Start month year – end month year
· Assisted…
· Spearheaded…

VOLUNTEER EXPERIENCE	Comment by Career Advising & Professional Success: Volunteer experience


Start each bullet point with an action verb followed by the task/accomplishment and the result of your actions.


Focus on the results or impact of your actions by using metrics (#, %, $) to quantify your achievements or the scope of your work/project.


Incorporate technical skills and soft skills within your bullet points.


Including volunteer experience or community engagement on your résumé is beneficial because it demonstrates a range of valuable skills and qualities, showcases transferable skills, commitment and values, and fills in gaps.
Title of the position						      Start month year – end month year
Name of the company/organization, location
· Animated…
· Organized…

EXTRACURRICULAR ACTIVITIES	Comment by Career Advising & Professional Success: Extracurricular activities


Include any student clubs/associations or competitions that you have participated in.


Extra-curricular activities is an important asset and can often help you develop critical skills and experience as well as bring clarity to your career goals. Employers value this experience.
Member							      Start month year – end month year
· Collaborated…

INTERESTS	Comment by Career Advising & Professional Success: Interests


Include both personal and professional interests and hobbies. This section gives an employer information about other skills and values you have. 


Make sure to be specific. Ex: Write "Reading Science Fiction" rather than just "Reading"


Reflect continuous learning. How do you stay up to date in your field?


Do you follow any blogs, sites, journals, podcasts? Employers like to hire people who are well rounded and can fit in well with the team. This section can help you make a more meaningful connection with your interviewer(s).
List hobbies and interested



