Instructional Guide: IT Resume Template
Section 1: Resume Overview
Recommended Format:
1. Header
2. Professional Summary
3. Core Competencies
4. Technical Projects / Lab Experience
5. Education
6. Certifications
7. Professional Experience
8. Professional Memberships / Affiliations
Section 2: Step-by-Step Guide
1. Header
Purpose: Identify who you are and how to reach you.
Include: Full name, phone number, email, and LinkedIn profile.
Example:
Alex Rivera
(555) 123-4567 | alex.rivera @email.com  | LinkedIn.com/in/alexrivera
2. Professional Summary
Purpose: A short 3–4 sentence statement highlighting your goals, skills, and motivation.
Example:
Ambitious and technically driven student pursuing an A.A.S. in Computer Information Systems. Proficient in hardware, networking, cybersecurity, web and database programming, and troubleshooting. Creative problem solver who thrives in collaborative environments. Seeking an internship or entry-level role in IT support, systems administration, or web development.
3. Core Competencies
Purpose: Highlight technical and transferable skills in a scannable list.
Example Skills:
- Hardware & Software Troubleshooting
- Network Configuration & TCP/IP
- Cybersecurity & Incident Response
- Web Development (HTML, CSS, JavaScript)
- Database Programming (SQL)
- Cloud Computing Basics
- Operating Systems: Windows & Linux
- Technical Support
4. Technical Projects / Lab Experience
Purpose: Showcase applied learning from coursework or independent work.
Example:
Web & Database Integration Project | Fall 2024 
- Built a dynamic web portal using HTML, CSS, and JavaScript integrated with SQL.
- Designed CRUD operations and optimized queries for performance.
- Implemented user authentication and data validation.
5. Education
Purpose: Present your academic background and related coursework.
Example:
Associate of Applied Science in Computer Information Systems — Expected May 2026
San Antonio College, San Antonio, TX
Relevant Coursework: Networking Essentials, Database Programming, Web Development, Cybersecurity Fundamentals
6. Certifications
Purpose: Demonstrate verified or in-progress certifications.
Example:
- CompTIA A+ (Expected Fall 2025)
- CompTIA Network+ (In Progress)
- Microsoft Azure Fundamentals (AZ-900) (Planned)
7. Professional Experience
Purpose: Describe your experience applying IT and professional skills.
Example:
IT Support Intern — City of San Antonio, TX
June 2024 – August 2024
- Assisted with hardware diagnostics and OS installations.
- Managed updates and security patches.
- Documented troubleshooting processes for knowledge sharing.
8. Professional Memberships
Purpose: Show your engagement with professional or student organizations.
Example:
- Student Member, Association for Computing Machinery (ACM)
- Member, CompTIA IT Professionals Network
Section 3: Formatting & Style Tips
✓ Length: 1 page
✓ Font: Arial, Calibri, Aptos (11–12 pt)
✓ Margins: 0.5–1 inch
✓ File Type: PDF when submitting
✓ Consistency: Keep alignment, spacing, and punctuation uniform.
Section 4: Reflection & Revision Checklist
Use this checklist to ensure your resume is polished and effective:
✔ Header – Is my contact information professional and correct?
✔ Summary – Does my summary reflect my program, goals, and skills?
✔ Core Competencies – Are my top 8–10 technical and soft skills listed?
✔ Projects – Do I show examples of applied learning?
✔ Education – Is my degree and date clear?
✔ Certifications – Have I listed earned or planned credentials?
✔ Experience – Do my bullets begin with strong verbs and show results?
✔ Overall Format – Is it one page, consistent, and easy to read?
Section 5: Career Connection
This resume format supports students pursuing roles such as:
- IT Support Specialist
- Help Desk Analyst
- Computer Systems Technician
- Junior Web Developer
- Database Support Technician
This resume aligns with NACE Career Readiness Competencies including:
- Technology
- Critical Thinking
- Communication
- Professionalism
- Teamwork

