FName MI LName
youremail@email.com | (832)-555-0000 | https://linkedin.com/in/yourlinkedinurl
EDUCATION
Example University	City, State
Bachelor of Science in Major | GPA: X.XX	August 2015 - December 2018
Minor in (Minor)
Lone Star College-CyFair	Cypress, TX
Associate of Science in General Studies | GPA: X.XX	August 2012 - May 2015
SKILLS
· List skills relevant to the job you are seeking, including skills learned in classes and any transferrable skills from work experience
· Use title case (capitalize all nouns, verbs, and adjectives) and do not end bullets with a period
· Example: Professional and Technical Communication
TOOLS AND PLATFORMS
· Tool Name (Experience Level)
· List relevant tools, software, operating systems, or platforms that you can use
· Example: Adobe Creative Suite (Advanced)
WORK EXPERIENCE
Company Name	City, State
Position Title, Department	November 2023 - Present
· 3-5 bullet points describing what you did, beginning with an action word. Use consistent verb tenses, sentence case (only capitalize first word and any proper nouns) and end all bullets with a period.
· The best bullets mention relevant skills and any measurable achievements.
· List work experience in reverse chronological order (newest first, oldest last).
CERTIFICATIONS
· Certification Name, Certification Date
· Only include relevant certifications to desired career. Do not include expired certifications.
· Example: CompTIA A+ Certification, May 2025
COURSEWORK
· Semester YYYY: Course Name, Course Name, Course Name
· Only include courses relevant to your desired industry/job
· List full course names, not course numbers (Ex: Instead of MATH 1314, write College Algebra)
RESEARCH AND PROJECT EXPERIENCE
Project Name, Date
· 1-3 bullets in sentence case describing the project (follow guidance on work experience bullets)
AWARDS
· Award Name, Issuer, Date
· Example: Employee Excellence Award, Franklin Toyota Dealership, 2025
ACTIVITIES
· List any clubs, team sports, leadership, or volunteering activities
· Club Example: Member/Officer, Club Name, Location, Year-Year
· Volunteer Example: Volunteer, Organization Name, Dates
ADDITIONAL LANGUAGES
· Language (Proficiency Level)
· Example: Spanish (Fluent)
· Proficiency levels are conversational, advanced, fluent, and native speaker. Do not include English.


This is the official resume template for the Falcon Internship Program (FIP) at LSC-CyFair. This format is required for all resumes used for internships presented by FIP. To create your own resume in this format, we recommend using the free Resume Builder tool on the FIP Internship portal at LoneStar.edu/Symplicity, which has some great features that make resume writing easier:
1. An example library of skills, action words, and sample bullets curated by our staff
1. Automatic formatting to perfectly match our official requirements
1. Enhanced resume feedback from our staff
1. Download options for use outside of the Symplicity system

You should use the resume builder if:
1. You are a current student or alumnus of Lone Star College
1. You intend to complete the eligibility requirements and apply for an internship through the Falcon Internship Program
1. You do not have access to the desktop version of Microsoft Word
1. You struggle with formatting using Microsoft Word

You may prefer to edit this template in Microsoft Word if:
1. You are not a current or former student of Lone Star College
1. You are looking to practice your skills with Microsoft Word and have access to the desktop version

Resume Builder Instructions:
Login or create your account at LoneStar.edu/Symplicity, then click the Resume Builder tile on the homepage. The Resume Builder will walk you through each step to create your resume and submit it for review.

Microsoft Word Template Instructions:
If you prefer to download this template and edit it instead of using the Resume Builder, please follow these steps:

Step 1: Download this template
1. Download this template and open it in Microsoft Word for editing. We recommend using the desktop version of Word rather than the browser version. Note: Opening this file in the browser version of Word or in Google Docs/Apple Pages may lead to unpredictable formatting errors. If you do not have access to the desktop version of Word, use the Resume Builder on the Falcon Internship Program student portal instead (LoneStar.edu/Symplicity).

Step 2: Edit the Header
1. Fill in your personal information, starting with your name, email, phone number, and LinkedIn URL.
1. For the Falcon Internship Program, a LinkedIn profile is mandatory. For all other uses, LinkedIn is strongly encouraged.
1. Make sure there is a pipe (this character: | ) between the different elements of your header on the second line.

Step 3: Fill in Education
1. Add your education, starting with the most recent and working backwards.
1. For the Falcon Internship Program, current GPA is required. For all other purposes, only include GPA that is above 3.0.
1. Do not include high school unless you graduated from high school less than 1 year ago.
1. To remove an extra school section, highlight all lines of the school you wish to delete and press the delete key on your keyboard.
1. To add room for another school, highlight all lines of an existing school. Right click and click copy. Add a blank line where you want the new school to go, right click it, click paste, and then edit the details of the pasted section.
1. To undo a mistake, press ctrl+z on your keyboard (command+z on Mac).

Step 4: Fill in Skills and Tools
1. Add skills and tools, starting with the most relevant. It is strongly recommended to tailor the skills section to match the job description for the position you want. If the position you are seeking is technical, you may choose to include proficiency levels (beginner, intermediate, advanced) or years of experience next to technical skills/tools (software, coding languages, advanced computer skills).
Step 5: Fill in Work Experience
1. Edit the work experience section, starting with your most recent job and working backwards.
1. See the instructions in step 2 to add more company sections.
1. If you have had many jobs, limit this section to the last 5-10 years or use your best judgment to keep your resume one page.

Step 6: Edit Optional Sections
1. The Certifications, Research/Project Experience, Coursework, Awards, Activities, and Additional Languages sections are all optional, but can serve to demonstrate skills and achievements outside of your work history. Remove any sections that you do not need. (See Step 2 for instructions on adding and removing.)

Step 7: Proofread, Save, and Share
1. Remove these instructions.
1. Make sure that all formatting is consistent with the original template -- in particular, check for consistent fonts, font sizes, and spacing.
1. Your final resume should be one full page. If it is longer or shorter, consider revising it or asking for help from our staff. Do not make the margins any smaller than 0.5 inches or text may be cut off by printers.
1. Save your resume with your first and last name and the title of the position you are applying to in the file name.
1. Always run your final resume through someone else, an AI tool, and/or a spelling and grammar checker to look for errors.
1. Before printing or submitting your resume to an employer, convert it to PDF to avoid unexpected formatting or printing errors.
1. To submit your resume for review from our staff, create an account at LoneStar.edu/Symplicity and click the "Add a Resume" button on the homepage.
