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Comprehensive College Student Resume Template & Guide
Part 1: ATS-Optimized Resume Template
(Copy-paste this template into Word/Google Docs and customize)
[Your Name]
[Your City, State] | [Your Phone Number] | [Your Professional Email]

[LinkedIn URL] | [Portfolio/GitHub URL if applicable]

SUMMARY
Motivated [Your Major] student at [University Name] with hands-on experience in [Skill 1] and
[Skill 2]. Demonstrated ability to [Key Achievement 1] and [Key Achievement 2]. Seeking

[Target Position] to leverage [Relevant Skills] and contribute to [Company/Field].

EDUCATION

Bachelor of Science in [Your Major] | GPA: [X.XX/4.00] (Include if >3.0)
[University Name] | [City, State]

Expected Graduation: [Month, Year]

Relevant Coursework: [Course 1], [Course 2], [Course 3], [Course 4]

Honors/Awards: [Dean's List, Scholarships, etc.]

PROJECT EXPERIENCE
Project Title | [Course/Personal/Club Project]
[Month, Year] — Present

o Utilized [Tool/Skill] to [Action Verb] [Quantifiable Result/Achievement]
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o Collaborated with [Number] team members to [Specific Task] resulting in [Outcome]
« [Additional bullet highlighting transferable skill or result]

Project Title | [Course/Personal/Club Project]

[Month, Year] — [Month, Year]
o Developed [What] using [Tool/Language] that improved [Metric] by [X]%

o Presented findings to [Audience] receiving [Feedback/Recognition]

WORK EXPERIENCE

[Job Title]

[Company/Organization] | [City, State]

[Month, Year] — Present
e Managed [Responsibility] serving [Number] customers/clients daily
o Implemented [Process Improvement] reducing [Task Time] by [X] minutes
o Trained [Number] new employees on [Systems/Procedures]

[Job Title]

[Company/Organization] | [City, State]

[Month, Year] — [Month, Year]
e Assisted with [Primary Duty] resulting in [Positive Outcome]

o Organized [System/Process] improving [Efficiency/Metric]

LEADERSHIP & ACTIVITIES
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[Position/Role]
[Club/Organization Name] | [University Name]
[Month, Year] — Present
o Led [Initiative/Event] attracting [Number] participants
o Coordinated with [Stakeholders] to secure [Funding/Resources] of ${Amount]

« [Additional responsibility or achievement]

SKILLS

Technical: [Skill 1], [Skill 2], [Skill 3], [Skill 4], [Skill 5]
Tools/Software: [Tool 1], [Tool 2], [Tool 3]

Languages: [Language 1] (Proficient), [Language 2] (Intermediate)

Certifications: [Certification 1], [Certification 2]

Part 2: Section-by-Section Guidance
1. CONTACT INFORMATION
e Phone: Use professional voicemail
o Email: Use firsthame.lastname@email.com format
e LinkedIn: Customize URL; ensure profile matches resume
e ATS Note: Avoid headers/footers; place contact info in body
2. SUMMARY (Optional but Recommended)
e Goal: Connect your education to target role
o Formula: [Major] + [Key Skills] + [Achievements] + [Target Role/Field]

« Customize: Tailor for each application using keywords from job description
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3. EDUCATION

e Order: Reverse chronological (current/most recent first)

e GPA: Include if >3.0; Major GPA if higher than cumulative

o Coursework: Select 4-6 most relevant courses

e Study Abroad: Include if relevant with location/dates
4. PROJECT EXPERIENCE (Critical for Limited Work Experience)

e Structure: Use action verbs + skill + result

e Source: Course projects, hackathons, case competitions, personal projects

e Quantify: Even academic projects have measurable outcomes

e Group projects: Use "Collaborated with X team members..."
5. WORK EXPERIENCE

« All work counts: Retail, food service, babysitting all demonstrate skills

« Focus on transferable skills: Customer service, problem-solving, time management

e Use industry keywords: "Managed," "Analyzed," "Implemented" not "Helped with"
6. LEADERSHIP & ACTIVITIES

« Depth over breadth: Elaborate on 2-3 meaningful involvements

e Show progression: Member — Committee Head — Executive Board

e Quantify impact: "Increased membership by 30%" not "Helped get more members"
7. SKILLS

o Categorize: Technical, Tools, Languages, Soft Skills

e Be honest: "Proficient in,” "Familiar with,” "Beginner"

o Keyword match: Mirror language from job descriptions
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ATS FORMATTING REQUIREMENTS
1. File Type: .docx preferred (some ATS parse PDFs poorly)
2. Font: Standard (Calibri, Arial, Times New Roman), 10-12pt
3. No: Tables, columns, text boxes, graphics, headers/footers
4. Yes: Simple bullets ( not fancy symbols), standard section headings
5. Margins: 0.5-1 inch

6. Save As: "FirstName_LastName_Resume.docx"

Part 3: Before/After Examples
EXAMPLE 1: Work Experience Section
BEFORE (Generic):
Cashier, Campus Bookstore
e Helped customers
e Worked the register
o Restocked shelves
AFTER (ATS-Optimized & Impactful):
Sales Associate | Campus Bookstore | Anytown, State
Aug 2023 — Present

Processed 50+ daily transactions averaging $2,500 in daily sales with 99% accuracy

Implemented shelf-labeling system reducing customer questions by 30%

Trained 4 new employees on POS system and inventory management procedures

Recognized as "Employee of the Month" for outstanding customer service (Nov 2023)
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EXAMPLE 2: Project Section
BEFORE (Vague):
School Project on Marketing
o Did a marketing plan for a fake company
e Made a presentation
AFTER (Quantified & Skill-Focused):
Comprehensive Marketing Strategy | Advanced Marketing Course Project
Jan 2024 — May 2024
o Developed 12-month integrated marketing plan for simulated CPG company targeting
Gen Z consumers
o Conducted SWOT analysis and competitive research using NielsenlQ and Mintel
databases
o Created budget allocation model optimizing $500K marketing spend across 5 channels

o Presented recommendations to panel of 3 industry professionals, earning top 10% grade

EXAMPLE 3: Leadership Section
BEFORE (Passive):
Member of Accounting Club
e Went to meetings
o Helped with events
AFTER (Active & Impactful):
Vice President of Programming | Beta Alpha Psi Accounting Honors Society

Sep 2023 — Present
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o Lead planning for 15+ annual professional development events attracting 200+ combined
attendees

o Secured $5,000 in corporate sponsorship from 4 regional accounting firms

o Implemented mentorship program pairing 45 underclassmen with industry professionals

o Increased active membership by 40% through targeted recruitment campaign

Part 4: Tailoring Strategy
Keyword Optimization Process:
1. Analyze job description: Identify repeated skills/requirements
2. Create a ""master resume"* with all experiences
3. For each application: Copy master, then:
o Rearrange bullet points to prioritize relevant experiences
o Mirror exact terminology from job description
o Adjust summary to reflect role requirements
o Ensure top 1/3 of resume contains most relevant keywords
Example of Keyword Integration:
Job Description Says: "Seeking candidate with data analysis, teamwork, and communication
skills™
Your Resume Should Include:
"Performed data analysis using Excel PivotTables to identify trends..."
e "Collaborated with 5 team members to develop presentation..."

e "Communicated findings to stakeholders through written reports..."
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Part 5: Quality Control Checklist
Before submitting any application:
e Spell check and grammar check (read aloud)
o Verified all dates are accurate
e Quantified achievements with numbers where possible
e Used consistent formatting throughout
e Saved as correct file type (.docx unless specified otherwise)
o File name is professional: "FirstName_LastName_Resume"
o Tested ATS parsing with free tools like Jobscan or SkillSyncer

o Tailored for specific role (not generic)

Final Pro Tips:
1. Career Services: Use your university's free resume review service
2. One-Page Rule: As a student, one page is expected (exceptions for extensive
research/publications)
3. Truthfulness: Never lie, but present experiences in their most relevant, impressive light
4. Networking: Always bring printed copies to career fairs on resume paper
5. Update Quarterly: Add new projects/courses/achievements while fresh in mind
This template balances ATS requirements with human readability. The key is to showcase your
potential through academic projects, part-time work, and extracurriculars—all framed as

professional experiences with measurable impact.
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