Legal First Name (Optional: Preferred Name) Last Name (Sample Smeal Format)
(111) 111-1111 | abc1234@psu.edu (or use your personal email)
EDUCATION
The Pennsylvania State University	University Park, PA
Smeal College of Business (or Division of Undergraduate Studies)	Graduation Month 20XX
Bachelor of Science in ______ (Undeclared First-year/Second-year: Intended Bachelor of Science in)	GPA: X.XX/4.00
Insert Minor or Secondary Major here (delete this line if you don’t have one)	Dean’s List (X/X) semesters

High School (This should be removed after the first semester of your second year)	City or Country, ST
(You can include AP classes here or any scholarships/special awards received)	Graduation Month 20XX
	GPA: X.XX/X.XX

Study Abroad Institution (if completed)	City, Country
Program Name/Course Focus	Month 20XX
· Highlight and reflect on experiences and learnings while abroad, while also incorporating your credit total
HEADING LABEL (ex: WORK EXPERIENCE, LEADERSHIP EXPERIENCE, etc.)
Organization/Employer	City or Country (if abroad), ST
Position Title	Month Year – Month Year (or “Present” if current position)
· Accomplishments and results (quantify using numbers if possible). For each bullet point, try to include: What task you completed, the purpose of the task, how you completed the task, and show any results or outcomes
· Start each bullet with a strong action word (facilitate, lead, organize, train, etc.) – visit careerconnections.smeal.psu.edu for more examples
· Aim for 2-5 bullets for each experience

Organization/Employer	City or Country (if abroad), ST
Position Title	Month Year – Month Year
· Accomplishments and results (quantify using numbers if possible). For each bullet point, try to include: What task you completed, the purpose of the task, how you completed the task, and show any results or outcomes
· Start each bullet with a strong action word (facilitate, lead, organize, train, etc.) – visit careerconnections.smeal.psu.edu for more examples
· Aim for 2-5 bullets for each experience
HEADING LABEL (ex: CAMPUS INVOLVEMENT, VOLUNTEER EXPERIENCE, etc.)
Organization/Employer	City or Country (if abroad), ST
Position Title	Month Year – Month Year
· Accomplishments and results (quantify using numbers if possible). For each bullet point, try to include: What task you completed, the purpose of the task, how you completed the task, and show any results or outcomes
· Start each bullet with a strong action word (facilitate, lead, organize, train, etc.)
· Aim for 2-5 bullets experience

Organization/Employer	City or Country (if abroad), ST
Position Title	Month Year – Month Year
· Accomplishments and results (quantify using numbers if possible)
· Start each bullet with a strong action word (facilitate, lead, organize, train, etc.)
· Aim for 2-5 bullets for each experience
HONORS, SKILLS & INTERESTS  
Honors: Any honors at the state or national level and scholarships received
Skills: Any technical or language skills you possess
Interests: Any topics (be as specific as possible) you are interested in (keep it appropriate but does not have to be education-related)
