JOHN DOE
3800 Victory Parkway • Cincinnati, OH 45207 	Comment by Mariani, Mack: If advantageous, you could include a second line with a home address. 
972.467.5613 • doej@xavier.edu	Comment by Mariani, Mack: Make sure you have a professional looking e-mail. Don’t use something ike SunshineBoy47@yahoo.com.  

EDUCATION

Xavier University, Cincinnati, Ohio	Comment by Mariani, Mack: Don’t include your high school (below this) unless you are applying for a job in  your hometown and the high school would be helpful. 
Bachelor of Arts, Anticipated May 2019
Major: Political Science; Minors: International Studies, Spanish
Relevant Coursework: 
GPA: 3.45 	Comment by Mariani, Mack: If a 3.2 or above, definitely.  If a 3.0-3.2, maybe.  If under a 3.0, do not include it. 

EXPERIENCE

Marzulla Law Firm, Indianapolis, Indiana
Intern, May 2017-August 2017	Comment by Mariani, Mack: My preference for first resume it to leave out the bullets describing what you did in each job. If you did something spectacular or super interesting, I guess I would relax that rule.  That said, if you can include the interesting thing you did in your cover letter, that seems better.  Likewise, if the interesting thing is that you learned a skill – particularly computer related or language related, then put it in the skills section. 

Driehaus for County Commissioner Campaign, Cincinnati, Ohio
Intern, August 2016-November 2016

JC Penney, Indianapolis, Indiana	Comment by Mariani, Mack: Experience should include internships as well as jobs.  You may not be able to include everything, depending on how many jobs you have held.  Focus on the most professionally relevant.   Also, jobs should always be in reverse chronological order with the most recent at the top and the oldest at the bottom. 
Sales Associate, January 2015-August 2015

SERVICE AND ACTIVITIES

Student Tutor in Economics, Philosophy, August 2016-Present
AMTA Intercollegiate Mock Trial (President), August 2015-Present
Pre law Society (Vice President), August 2015-Present
Lector at student masses, August 2015-Present
Habitat for Humanity Rake-a-thon, August 2015-Present
CCGD Activity Crew, August 2015									    

HONORS & AWARDS

Chancellor Scholarship, 2015
Alpha Sigma Nu - Jesuit Honors Society, 2016-present

[bookmark: _GoBack]SKILLS
Spanish (Proficient)	Comment by Mariani, Mack: Put level of language skill, either elementary, proficient, fluent, or native.    Don’t put down language skill if it is elementary.  Proficient and above. 
SPSS Statistical Software (Intermediate)
HTML coding experience	Comment by Mariani, Mack: Don’t put Excel on here unless you are some sort of expert in Excel.  Don’t put Word or Microsoft office in as a skill. Basic knowledge in Microsoft Office is assumed. 	Comment by Mariani, Mack: When you share your resume, always share it as a PDF.  
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