
SUMMARY OF QUALIFICATIONS SECTION  
     Clear, concise statements summarizing your qualifications related to the position in which you are applying for 

     Directly addresses minimum and preferred qualifications, with language mirroring that within the job description 

     S t a t e m e n t s  f o c u s  o n  b o t h  a c c o m p l i s h m e n t s  a n d  s k i l l s   

EDUCATION  
 O f f i c i a l  d e g r e e ( s),  major ( s ) , and minor ( s )  if applicable, a r e  l i s t e d  a s  they appear in college catalog with no acronyms  

     Name and location (including city and abbreviated state) of college is listed  
     Date of graduation, or expected graduation, is listed with month and year 
     If there is more than one degree, list the most recent degree first (including the degree you are working on) 
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