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EDUCATION 	Comment by Wiggins, Meredith Joan: Section headers are capslock & bold to match the student’s name in the header.  You don’t have to use capslock/bold, but the formatting should be consistent throughout.
University of Kansas School of Law, Lawrence, KS	Anticipated May 2023	Comment by Wiggins, Meredith Joan: All dates for degrees/work performed are justified to the right margin, creating a clean visual break around the edge of the document.  This can be listed on either the school or degree line (same for work experience – either company or job title line).
Juris Doctor	
GPA: TBD, Rank: TBD	Comment by Wiggins, Meredith Joan: Once you receive this information (in mid-January), update your resume accordingly.  Generally speaking, we recommend including the GPA & rank if your GPA is a 3.00 or higher.
· Ozma Scholarship Recipient (20% tuition scholarship)
· Member, Black Law Students Association, Business & Tax Law Society, Environmental Law Society
	Comment by Wiggins, Meredith Joan: Pay attention to spacing.  In this document, we’ve separated different subsections by a 12-point carriage return (hitting the “Enter” key once).  Items in the same section (each job under Work Experience, for example) has been separated by a 9-point carriage return.  Visually, this ties the specific sections together.  It can also be a good way to regain space if you start to run out of room on the page.
University of Elsewhere, Someplace, ZZ	May 2018
Bachelor of Arts in Communication, cum laude		Comment by Wiggins, Meredith Joan: If you graduated with an honors distinction like this, it should always be lowercase and italicized.
GPA: 3.68/4.00
· Treasurer, Zeta Zeta Zeta Communication Honors Society
· Founder, Friends of the Dolphins ZZ Chapter
· Dean’s List, 5 semesters
· Get Me Elsewhere Ambassador Program

WORK EXPERIENCE 	Comment by Wiggins, Meredith Joan: You don’t have to list all the positions you’ve ever held.  If you decide to omit some, you can title this section “Selected Work Experience.”
First American Bank Independent, Lawrence, KS	July 2018 – Present	Comment by Wiggins, Meredith Joan: Notice that we’ve been consistent in writing out the months and years throughout the document.  You can also abbreviate them all (Feb. – Aug.), but again, be consistent!  Consistency reads as attention to detail.
Bank Teller		Comment by Wiggins, Meredith Joan: Notice that we’ve been consistent in writing out the months and years throughout the document.  You can also abbreviate them all (Feb. – Aug.), but again, be consistent!  Consistency reads as attention to detail.
· Conduct in-person banking transactions for upwards of 100+ customers daily	Comment by Wiggins, Meredith Joan: Because this position extends through the present, the verbs used in the bullet points should be in present tense; all past positions should have past-tense verbs.
· Interact with a diverse body of clients, ensuring customer satisfaction through timely and efficient service	Comment by Wiggins, Meredith Joan: Bullets that extend to multiple lines should have at least two words on the last line.  If a bullet has just one word on a line, rewrite it to eliminate the “orphan” word.
· Manage intake interviews for potential banking customers, contributing to 7% growth over previous year’s sign-ups	Comment by Wiggins, Meredith Joan: Note that each bullet point starts with a different action verb.  While you can repeat verbs if need be (sometimes the same word is truly the best choice), aim for variety.

Thanks for All the Fish Dolphin Habitat, Someplace, ZZ	June 2015 – May 2018
Assistant Habitat Coordinator	
· Performed daily maintenance on dolphin habitat, including skimming tank, removing debris, and assessing quality of environment to promote dolphins’ overall well-being	Comment by Wiggins, Meredith Joan: Bullet points should not be complete sentences.
· Monitored food levels and ensured timely care and feeding of dolphins in habitat
· Led tours of the facility on an as-needed basis for groups of 10-15 people at a time	Comment by Wiggins, Meredith Joan: Quantify where you can!  “Increased sales by 10%,” “reduced customer complaints by 1/3,” “managed club budget of $8000,” “promoted to assistant manager overseeing team of four” all provide context.

COMMUNITY INVOLVEMENT, SKILLS, & PERSONAL INTERESTS	Comment by Wiggins, Meredith Joan: In this example, we’ve included one bullet point about volunteering, one about skills, and one about personal interests.  You might omit volunteer work and have multiple skills bullets, which is fine – just make sure the section header reflects what you’ve listed there.
· Alumni Mentor, Friends of the Dolphins ZZ Chapter
· Proficient written and conversational Spanish and German	Comment by Wiggins, Meredith Joan: If you have any non-English language skills, you should include those on your resume.  Make sure to accurately specify your degree of proficiency, both written and spoken, using the generally accepted fluency levels (basic, intermediate, proficient, fluent).
· Playing intramural Quidditch, taking my dog on trail hikes, reading through 1001 Great Books to Read Before You Die (362/1001 completed)	Comment by Wiggins, Meredith Joan: We strongly encourage you to include a genuine personal interests section because this is where you can give a sense of who you are beyond your work and school experiences.  Being an interesting and well-rounded person also means you’ll be an interesting and well-rounded colleague, and firms want that.	Comment by Wiggins, Meredith Joan: In very rare circumstances, it’s okay to use a first-person pronoun on a resume.  In most cases, you should avoid it.

 



