


Xiaodong (John) Zhou	Phone ● Email ● LinkedIn Customized URL	Comment by Michelle Jones: INSTRUCTION: Comment boxes in this document are used to provide instruction and guidance from the CDO team about building your resume. Be sure to DELETE comment boxes on your own resume when using this sample template.	Comment by Michelle Jones: INSTRUCTION: If you have a nickname you prefer to be called, place it in parenthesis in between your first name and surname. Be sure to have your nickname be consistently showcased throughout all branded materials (ie: cover letter, LinkedIn profile, website, email signature, interview introductions, etc.)	Comment by Michelle Jones: HOW TO:
Click the Me icon at the top of your LinkedIn homepage.
Click View profile.
Click Edit public profile & URL on the right rail.
Under Edit your custom URL in the right rail, click the Edit icon next to your public profile URL.
Type the last part of your new custom URL in the text box.
Click Save.
EDUCATION
Johns Hopkins Carey Business School	Baltimore, MD
Degree Granted, Major (ex: Master of Science in Health Care Management)	Expected Aug 2021
Highlighted Courses: Medical Devices and Diagnostics, Emerging Frontiers in Health Technologies and Strategies, Business Solutions for Community Health Improvement		Comment by Michelle Jones: INSTRUCTION: You might also consider including the following: list of relevant, higher-level courses, description of project-based coursework, special honors and/or distinctions, and case competition outcomes. (This is just an example of highlighted coursework & below is an example of honors.)
Name of Undergraduate Institution	Location
Degree Granted, Major and Minor	MMM-YYYY	Comment by Michelle Jones: INSTRUCTION: Include your dates in a consistent format. The first three letters of the month followed by the four digits of the year are recommended. Example: May 2015, or May 2015-Aug 2015 when listing a date range.
Honors: President’s List (2 semesters), Dean’s List (4 semesters)
EXPERIENCE	Comment by Michelle Jones: INSTRUCTION: This section header can be customized to capture the reader’s attention. For example, if you are interested in a position doing market research, you may want to call this section MARKET RESEARCH EXPERIENCE, as long as all of the experiences listed within this section are relevant to how you’ve labeled this section.	Comment by Michelle Jones: Include relevant full-time and part-time employment, internships, and graduate or teaching assistantships. List experiences in reverse chronological order, starting with the most recent.

Organization Name	Washington, DC
Job Title	Jun 2020-Aug 2020
· Start each bullet with an action verb, linked to a specific outcome or accomplishment
· Quantify whenever possible
· Limit your bulleted statements to no more than six
Organization Name	Location
Job Title	MMM YYYY-MMM YYYY
· See above
COMMUNITY LEADERSHIP & INVOLVEMENT	Comment by Michelle Jones: INSTRUCTION: You can include sections other than Education and Experience on your resume. LEADERSHIP & INVOLVEMENT is just one example of another section you can include. Other possible sections to include are: Research Projects or Related Projects, Community Involvement or Volunteer Work, Case Competitions, etc. 

Just remember to be concise, highlight only what is truly relevant or demonstrates clear value to the opportunities you are seeking. It is highly recommended to keep your resume to one page (for most cases with a business resume).

Organization Name	Location
Leadership Role	MMM YYYY-MMM YYYY
· Start each bullet with an action verb, linked to a specific outcome or accomplishment
· Quantify whenever possible
· Limit your bulleted statements to no more than six
ADDITIONAL QUALIFICATIONS
Software: To be filled in	Comment by Michelle Jones: INSTRUCTION: Include technical skills, languages, professional memberships, leadership experience, and relevant community service, if not highlighted in greater detail in a previous section. Consult with a career coach to identify any additional qualifications that fit in this section.
Languages: To be filled in
Certifications: To be filled in
DISCLAIMER: This template provides general guidelines for resume layout and content and is intended to be customized to your experiences. Your resume should comply with industry standards and include relevant skills, accomplishments, and experiences. Meet with a career coach to customize your resume for your individual interests.



