


[bookmark: _w31f0bjdlrvv]First Name Last Name
Professional/schoolEmail@email.com | 000-000-0000 | Las Vegas, NV | linkedin.com/in/FirstLast

Note: Use this as a starting point. These sections are optional! Include only what’s relevant to the job you’re applying for. You can start with a full “Master Resume” and trim it down to fit each role.

[bookmark: _ay08pmdg8de9]Summary
Instructions: Go to a generative AI platform and share more information about yourself, your career goals, your experiences, and anything else related to your professional development, and ask it to create a summary statement for the top of your resume. Note: Refrain from inputting personal identifying information into AI systems.

[bookmark: _opetv8pdcyg4]Education 
Degree of XX in XX, Institution Name	 Year of Grad

[bookmark: _9mnvhoom3kjv]Work Experience 
Title, Company Name	  Dates - Dates
· Go to generative AI and share more information about the role - tasks you’ve performed, projects that you worked on, skills you implemented - and ask the AI tool to create 3-4 bullet points with space for quantification and impact/results. 
· Potential Formula: What did you do (task) + How did you do it (skill) +/- include quantification/scope --> results/impact (why is it important)
· Insert bullet points here
· Insert bullet points here
· Insert bullet points here
Title, Company Name	Dates - Dates 
· Go to generative AI and share more information about the role - tasks you’ve performed, projects that you worked on, skills you implemented - and ask the AI tool to create 3-4 bullet points with space for quantification and impact/results. 
· Insert bullet points here
· Insert bullet points here
· Insert bullet points here

[bookmark: _gfomj499onrm]Relevant Coursework
· COURSE CODE + # - Title of Class - Insert a brief description of the class, but focusing on the skills, information, and knowledge you gained by being in the course. 
· COURSE CODE + # - Title of Class - Insert a brief description of the class, but focusing on the skills, information, and knowledge you gained by being in the course. 

[bookmark: _477re71b63xz]Project Experience 
Name of Project (Brief Overview/Title), Entity of the Project (course, personal project, contract)	 Dates
· Go to generative AI and share more information about the project - tasks you’ve performed, parts that you worked on, skills you implemented - and ask the AI tool to create 3-4 bullet points with space for quantification and impact/results. 
· Insert bullet points here
· Insert bullet points here

[bookmark: _gg8cwjdrm64t]Internship Experience 
Title (more than just Intern - What kind of intern?), Company Name	Dates - Dates
· Go to generative AI and share more information about the role - tasks you’ve performed, projects that you worked on, skills you implemented - and ask the AI tool to create 3-4 bullet points with space for quantification and impact/results. 
· Insert bullet points here
· Insert bullet points here

[bookmark: _wyf14i860nz1]Volunteer Experience 
Volunteer Title, Company/Organization	  Dates - Dates
Volunteer Title, Company/Organization	  Dates - Dates
Volunteer Title, Company/Organization	  Dates - Dates
Note: If your volunteer position is linked or aligned with your career path, industry, or you played/play a huge role, you may format it like the internship or work experience section, see below:
Volunteer Title, Company/Organization	  Dates - Dates
· Go to generative AI and share more information about the role - tasks you’ve performed, projects that you worked on, skills you implemented - and ask the AI tool to create 3-4 bullet points with space for quantification and impact/results. 
· Insert bullet points here
· Insert bullet points here

[bookmark: _c02p2bk0um1i]Leadership Experience 
Leader Title, Club/Organization	 Dates - Dates
Leader Title, Club/Organization	 Dates - Dates
Leader Title, Club/Organization	 Dates - Dates
Note: If your leadership position is linked or aligned with your career path, industry, or you played/play a huge role, you may format it like the internship or work experience section, see below:
Leader Title, Club/Organization	 Dates - Dates
· Go to generative AI and share more information about the role - tasks you’ve performed, projects that you worked on, skills you implemented - and ask the AI tool to create 3-4 bullet points with space for quantification and impact/results. 
· Insert bullet points here
· Insert bullet points here

[bookmark: _apvevm8pzmyb]Awards 
Name of Award, Club/Organization/Entity	  Dates
Name of Award, Club/Organization/Entity	  Dates
Name of Award, Club/Organization/Entity	  Dates

[bookmark: _qsyurgv1jotn]Certifications
Name of Certification, Organizer of Cert	 Date Received
Name of Certification, Organizer of Cert	 Date Received
Name of Certification, Organizer of Cert	 Date Received

[bookmark: _q9mjbsd8q370]Other Experience 
If you have a long history of work experience or jobs that are unrelated to your career path/goals and you have more important information above, you may use this section to list out other jobs you’ve held to show work experience. 
[bookmark: _GoBack]Title, Company/Organization	  Dates - Dates
Title, Company/Organization	  Dates - Dates

[bookmark: _pbmi4ynqexn5]Skills 
List skills that are relevant to your career field or the positions you are applying for. Organize them by category/topic using the format below:
Category/Topic: Skill | Skill | Skill


[bookmark: _c8vsp4wff527]First Name Last Name
Professional/schoolEmail@email.com | 000-000-0000 | Las Vegas, NV | linkedin.com/in/FirstLast

Note: Use this template as a starting point for your cover letter but only use it as a guide for your own personalized letter. Your cover letter isn't just a retelling of your resume but instead talks about: what skills you already have for the job, your goals and interests in the field, or some highlights of your experiences. Think of going a step beyond the resume and explaining why you think you’re the perfect fit for this specific job. Here is an outline of what can go into your cover letter for you to get started:

Date

Hiring Manager
[Company Name]
[Company Address]
[City, State, Zip Code]

Dear Hiring Manager,

I am excited to apply for the [Job Title] position at [Company]. With a solid foundation in [relevant field] and a passion for continuous learning, I am eager to contribute my skills to your team. My background in [specific coursework or experience] has prepared me to meet the challenges of this role.

In previous experiences, I have developed strong [mention relevant skills], including [specific skill]. My ability to work both independently and collaboratively has helped me succeed in diverse environments, and I am confident in my ability to bring value to your organization. [Elaborate on any relevant skills, highlights of your experiences, or goals that align with the job in this paragraph.]

Thank you for considering my application. I look forward to the opportunity to discuss how my background aligns with your team's needs. Please feel free to contact me at [email] or [phone number].

Sincerely,

[Your Name]





