
Do not write your full address,
just the city/town and country

will suffice

Avoid using an email that isn’t professional sounding (eg.
spidergirl420@gmail.com). If you don’t have one, create a

new email containing your name, last name or initials

Do NOT add
a photo

unless it has
been clearly

stated by
the

employer

GPA is not necessary, but if you
have a strong score, add it

List your education with the
most recent starting at the top

Share hobbies that show creativity,
teamwork, or leadership.

No work experience? You can include:
 Volunteering (e.g., helped at school
events or local charities)
 School projects (e.g., “Led a group
assignment on sustainability,  managed
deadlines and presented findings”)
 Club or team roles (e.g., “Captain of
soccer team, developed teamwork and
leadership skills”)
 Informal work (e.g., babysitting,
tutoring, helping family business)

Add any additional
certificate and courses

here


