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Representing Education and Work Experience 

in Resumes 

Important Elements to Include in Your Education Experience 

 Your degree (or expected degree) 

 The institution or school 

 The location of the institution 

 The date of graduation (or attendance) 

 Grade point average (optional) 

Examples of various ways to format these different elements 

Example #1: 

 

 

Example #2: 

 

 

Example #3: 

 

 

Example #4:  
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Important Elements to Include in Your Work Experience 

 Place of employment  

 Place of employment’s location 

 Position or job title 

 Dates of employment 

Examples of various ways to format these different elements 

 

Example #1: Position/Title Highlighted 

 

 

Example #2: Position/Title Highlighted 

 

 

Example #3: Place of Employment Highlighted 

 

 

Example #4: Place of Employment Highlighted 

 

 

NOTE: In each example, one line of the job duties, functions, or responsibilities is included. Each 

starts with an active verb. 
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