Resume Template – Texas A&M International University

The following template is designed to give you a foundation to create your resume. We encourage you to visit the Office of Career Services and meet with an advisor to create your best resume. 

Steps for using the template: 
1. Template was created in Microsoft Word, make alignment adjustments as needed with your platform of use. 
2. Delete placeholder text and add your information. 
3. Delete instructions and examples which are italicized and in maroon text or yellow highlight. 
4. Section titles are examples and can be modified based on your experience.  
5. Delete page 1 (this page). 


[bookmark: Your_Name_Here_(18_pt.)]Your Name Here
Address (optional), City, State, Zip ▪ 512-555-5555 ▪ email@dusty.tamiu.edu 

[bookmark: PROFESSIONAL_SUMMARY]PROFESSIONAL SUMMARY 
List 4-5 most relevant qualifications in a statement form. Be prepared to illustrate these qualities in an interview. 
Example: Experienced shift manager with over 3 years’ experience supervising staff and overseeing daily operations at a locally owned logistics company. Often regarded by my peers as a proactive leader and effective communicator with a keen attention to detail. Seeking an opportunity to leverage my knowledge in logistics and abilities as an effective leader at a reputable organization. 

EDUCATION
Bachelor of Arts/Science in (major)	Expected (Month Year)
Texas A&M International University, Laredo, Texas
Minor: (if applicable)
Overall GPA or GPA in Major: (Optional, consider listing if it is above 3.0)
Relevant Coursework: (Optional; E.g., Advanced Social Media, Computer Information Systems)

ACADEMIC ACHIEVEMENTS or HONORS 
Dean’s List	List semesters granted
Include any Scholarships	Years Awarded

[bookmark: EXPERIENCE_(List_in_reverse_chronologica]EXPERIENCE (List in reverse chronological order - most recent to oldest)
Position Title in Bold (Ex: Student Worker) 	January 2026 - Present
Name of Business or Organization, City, State
· Offer additional knowledge, skills, and abilities to supplement the information included in your cover letter or summary (if used). Begin statement with an action verb (developed, organized, facilitated, etc.)
· Focus on accomplishments, not just job duties.
· Provide as much detail about your responsibilities as possible and quantify statements. 
· Example: Provided administrative support to department staff members and increased efficiency. 
· Example: Maintained and recorded accurate information and data for the department.

Position Title in Bold (Ex: Sales)	Start Month Year - End Month Year
Name of Business or Organization, City, State
· Insert statement here
· [bookmark: ACTIVITIES_(If_you_have_held_a_leadershi]Insert statement here

ACTIVITIES (If you have held a leadership position, describe accomplishments)
Current Member, Professional Association	Year(s) involved
Member/Officer, Student Organization	2016 -2018
Volunteer, Volunteer Organization	Year(s) involved

[bookmark: SKILLS]SKILLS



· 



· Language Skill & Fluency (Ex: Bilingual - English & Spanish Proficient)
· Skill (Ex: Public Speaking)
· Technical Skill (Ex: Microsoft Suite)
· Technical Skill (Ex: Python)

· Skill
· Skill	
· Skill
· Skill 
