*Tips – ONE PAGE - no “I, me or my” on your resume, not even in OPTIONAL objective*
NO Street address or Zip Code in contact section, no need to label phone, email, etc.  
Name in Larger type than any other area and bolded
XXX-XXX-XXXX
XXXX.XXXXXXX@wildcats.jwu.edu
LinkedIn URL (be sure to remove random letter/numbers from URL in LinkedIn.com)

HIGHLIGHTS OF QUALIFICATIONS:
· Skill or experience – language, software, transferable, certifications…
· Skill or experience
· Skill or experience
· Related Coursework: 3-5 classes from your major
Edu
EDUCATION:
Johnson & Wales University									Providence, RI
Master of Business Administration	 (Highest degree first)					Candidate, MM/YYYY
Bachelor of Science, Major										Candidate, MM/YYYY
Associate of Science, Culinary Arts								Degree, MM/YYYY
GPA: X.X/4.0, Dean’s List
SHARP Participant, (Accelerated Degree Program) 
Term Abroad, Cambridge, UK 
International Hospitality Career Co-op- 4 weeks 						07/2018nal Hospitality 

*Bullet statement tips: Start with action verb and answer questions below – remember NO I, me or my*
[bookmark: _GoBack]WORK EXPERIENCE: 
Company/Restaurant/Hotel										City, State
Job title/position  				                            (seasonal, if applicable)			MM/YYYY-Present
·   What did you do? How many did you do it for?
· Did you handle money? How much?
· Did anyone report to you? Did you train anyone
· Anything else?
(See bullet statement samples on link.jwu.edu, Jobs & Internships, Resume, Resume Musts)
Company/Restaurant/Hotel										City, State
Job title/position  													MM/YYYY-MM/YYYY
· What did you do? How many did you do it for?
· Did you handle money? How much?
· Did anyone report to you? Did you train anyone
· Anything else?

Company/Restaurant/Hotel										City, State
Job title/position  													MM/YYYY-MM/YYYY
· What did you do? How many did you do it for?
· Did you handle money? How much?
· Did anyone report to you? Did you train anyone
· Anything else?

ORGANIZATIONS & VOLUNTEER EXPERIENCE 
· Organization, your role, date or date range
· Volunteer Organization, your role, date or date range

(NO References Upon Request. Be sure to remove everything in RED from this resume)








Joelle Perrone
jperrone@jwu.edu
401) 555-1212
www.linkedin.com/in/joelleperrone


Today’s date

Joan Smith, Director
Johnson & Wales University
8 Abbott Park Place
Providence, RI  02903

Dear Ms. Smith: 

Start letter with your interest in the job, the job title and where you saw it. Add a line about how you think you meet a requirement for this job. Why would you be the best choice to hire?

Use key words to create this second paragraph and write a few sentences about your skills as they relate to the specific qualifications of the job. 

Close with – Enclosed/Attached you will find my resume. Please let me know if you need additional information. 

Sincerely,

Joelle Perrone (Brush Script MT)

Joelle Perrone

Enclosure (so they know resume is included)
