
Instructions for using the resume template

Note: Do not make any changes to the type size or formatting of the resume. We want all of the resumes to have the same appearance. 

1. Open the template and immediately Save as using this file name convention: IPT2008_X_TeamX_Resume_firstinitiallastname.doc (e.g., IPT2008_01_TeamA_Resume_cmcpherson.doc).
Note: Do not fill in the sample resume in this file – open the template file: IPT2008_resume_template_final

2. Fill in the resume by selecting the generic text and typing in your own information. See the comments in the sample template on page 2 of this document.

Instructions for the editors 

1. Edit for correctness; confirm corrections in wording or terms with the author.

2. Edit for format consistency. Make sure that company names and city, state names line up vertically.
Name

Address, City, State

phone; email

citizenship
; security clearance

	Key Words and Technical Skills
	 


	Education
	Name of University







City, State

Degree
 (e.g., Bachelor of Science in Engineering) 

Minor:  X, GPA: X/4.0 (X/4.0 in major), Expected graduation Month year

· 

	Work
Experience
	Month Year – Month
 Year 

Name of Company

City, State
Job title
· 

Month Year – Month Year 

Name of Company

City, State

Job title 

· 

	Honors, Affiliations, Publications
	 



John F. Doe
1234 State Street, Mytown, Alabama 35000

256-555-5555; john.doe@uah.edu

U.S. citizen; Secret Clearance

	Key Words and Technical Skills
	Mechanical Engineering, Aerospace Engineering, Thermal Analysis, Databases, AutoCAD, C++, Visual Basic, Unix,  MS Access, Russian

	Education
	The University of Alabama in Huntsville



Huntsville, AL

Bachelor of Science in Engineering, Aerospace Engineering 

Minor:  Music, GPA: 3.9/4.0 (4.0/4.0 in major), Expected graduation May 2008
· Project Manager for Integrated Product Team Competition – coordinated team processes, ...

	Work Experience
	Sep 1998 – Present

Copeland Corporation


Hartselle, AL

Co-op Quality Engineer

· Developed and managed MS Access database that statistically evaluated product for reports of low performance models.

· Performed capability studies of machining equipment.

Aug 1997 – Jun 1998 

UAHuntsville



Huntsville, AL

Research Assistant, Department of Mechanical/Aerospace Engineering  

· Designed hardware for space payloads undergoing vibration testing. 

· Conducted thermal analysis on cooling system for vacuum chamber test equipment.

· Performed thermal tests studies on Aerogels.

	Honors, Affiliations, Publications
	Tau Beta Pi Engineering Honor Society, UAH Engineering Dean’s List 2005 – 2007, Pi Tau Sigma Mechanical Engineering Honor Society

















Sample resume





























�Select the text and type in your information 


�this line is optional but citizenship is an important item for employers in Huntsville; if you don’t have a security clearance, delete the words security clearance


�list words which employers are likely to search for along with the software or technical skills you have (see the example on page 3 of this document)


�UAH students note that the name of the school is The University of Alabama in Huntsville


�Be sure to give the name of the degree not the department; see the example below


�If you list your current job, use Month Year -- Present


�Place the cursor here and begin typing your information. Use strong verbs to show what you do or did and give any concrete results that you can (e.g., saved $1 million over 6 months)


�list awards, scholarships, memberships, publications






