FIRST LASTNAME (ALL CAPS) 




EDUCATION

UNIVERSITY OF NORTH CAROLINA, Kenan-Flagler Business School – Chapel Hill, NC
May 2015
Master of Business Administration (MBA), Full-Time Program 

· Concentration in Function; GMAT XXX [Optional, only if 680 or higher] 

· Scholarship/Activity/Achievement [Name of Scholarship – Full/Partial tuition, Full/Partial expenses]
· Example: Consortium for Graduate Study in Management – Full tuition fellowship
UNIVERSITY OF NORTH CAROLINA at Chapel Hill – Chapel Hill, NC 
May 2006
Bachelor of Business Administration, Finance, GPA X.X [Optional, only if 3.5 or higher]
·  [Optional, undergraduate bullets] 

EXPERIENCE

COMPANY NAME – City, State (abbreviated e.g. NC)
2009-2013
[Optional, company descriptors are in italics to describe unfamiliar companies- Keep to 1 line.]
Position (2009-2012) 
· Show various positions under 1 employer with dates to show career progression if applicable. 

· Do not use 2 pages for on-campus resumes. 

· Begin bullets with a variety of verbs to avoid repetition. (ex. Led, Directed, Supervised). 

· Open a resume bullet with direct action verbs and AVOID: Responsible for… or Assisted with… 

· Use Times New Roman font. Font sizes- Name: 16, Major Section Headings: 12, Text: 10.5. 

Position (2008) 
· Avoid resume bullets with “hanging words” - single words on the 2nd line. 
· Do not adjust margins for more space. 

· Must use @unc.edu email address.  Remove any hyperlinks to your email address.

· Remove any grammar or spelling underlines in MS Word.

· Create a .doc(x) and .PDF version 

COMPANY NAME – City, State
2007-2009
[Optional, company descriptors are in italics to describe unfamiliar companies- Keep to 1 line.]
Marketing Associate
· Numbers: K= thousands, M= millions, B=billions, +=more than (e.g. $50M+), <less than (e.g.<2%).
· Currencies: Convert all foreign currencies to U.S. Dollars.  Use $, not USD (e.g. $120K).
COMPANY NAME – City, State
2006-2007
[Optional, company descriptors are in italics to describe unfamiliar companies- Keep to 1 line.]
Marketing Analyst 
· Only include internship if <3 years work experience or it DIRECTLY relates to the target position.

· Avoid having just 1 bullet to describe a position. 

· Additional details regarding position




ADDITIONAL
· Professional certifications (CPA, CFA); Professional assoc. memberships (Strong lead bullet) 

· Native Spanish speaker; Conversational Portuguese (adj. include- Native, Fluent, Conversational) 

· Leadership activities, volunteer leadership, awards or unique elements 

· Technical skills- Do not list any Microsoft Office suite skills
· Do not include controversial material such as religion, politics, unless University-sanctioned org
Your house/apt address ∙ City, State, Zip Code


Phone Number ∙ � HYPERLINK "mailto:FirstName_LastName@unc.edu" �FirstName_LastName@unc.edu�


linkedin.com/in/yourlink









