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A resume is a marketing tool to effectively communicate your qualifications and “fit” for the job the potential employer wants filled. It is critical to first understand what qualifications the employer is looking for in the successful candidate.
A general description of the job duties for an entry level attorney or law clerk are as follows:

· Research and analyze the law on complex issues
· Write briefs for submission to a supervising lawyer in the firm
· Analyze and summarize complicated legal documents, including contracts, and suggest alterations to those documents
· Review discovery of various electronically stored data and hard copies of information in preparation for litigation
· Perform due diligence in legal matters concerning contracts, agreements, and mergers and acquisitions
· Must be a motivated, self-starter ready to work in a fast-paced environment.

This is your hiring “rule.”
Consider how your background, skills, qualifications and interests make you a good fit for the job. These qualifications are the relevant facts. Present your qualifications for the position in a clear, easy to follow format.
An effective resume will do the following:
· Convince employers to interview you based on your qualifications,
· Create a professional image of the applicant and establish credibility, and
· Provide a sample of your written communication skills.
A note on Legal Job Descriptions
Government job postings often include a very detailed job description—hooray! Present your resume to show how your skills fit the skills needed for the successful candidate.
Note that for governmental and other large corporate entities, your resume may be read by software program before an HR professional looks at it. This keyword tracking is essential – make sure to mimic the language of the job description in your resume.
Private firms and non-profit organizations may have more vague descriptions. If the post is vague or only includes a summary of the organization’s benefits, practice areas, and clients served, assume that the job description like the general description of associate attorney duties above.

[bookmark: Legal_Resume_Formatting_Basics]Legal Resume Formatting Basics
Resumes are evaluated for substantive content, visual appeal, and attention to detail i.e., NO TYPOS.
· Rule: one page.
· Exception: some types of professional experience may warrant two pages.
· Typeface
· Use a standard font. Garamond and Times New Roman are most common. Helvetica,
Cambria, Calibri, and Aptos are also acceptable for a legal resume.
· Font
· Header
· Name - bigger font. Size may depend on how much space you need to fill for graphic design purposes.
· Contact information – size 12-14. List an email and a telephone number. Mailing address is usually optional.
· Section titles – font 12-14. Make use of bold, italics, SMALL CAPS, and underline. Be consistent.
· Body – use font 11 or 12.
· It should be visually appealing and balanced. Use “Justified” Font Alignment. The margins should be a decent size—no narrower than .75.”
· All experiences should be organized in reverse chronological order under each section.
· Leave enough white space so it doesn’t overwhelm the eye, but no big empty white space at the bottom.
· DON’T include a headshot on your resume. No exceptions.
· DO: update your LinkedIn profile with a professional headshot.
· Print and proofread your resume several times. CSPD will help. Ask a friend, classmate, or family member to help.
· Microsoft Word has several resume format templates. You are welcome to work with the plain text options of those.
· Career Services has provided several templates in Word Format on 12twenty.
· We have also included some sample formats from Canva, but be sure to use our suggested content and headings and not the content or headings from the Canva samples. The Canva format samples have some content that is not standard for legal resumes.
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FIRST NAME MIDDLE INITIAL/MAIDEN NAME LAST NAME
address1 professional email address2 telephone number

Education
· Most employers are going to be looking for a GPA. Common advice is to list a GPA if it is 3.0 or higher. If your overall GPA is below this threshold, consider focusing on a particular class in which you did well in. List class rank if you are in the top 30%.
· Extracurriculars: employers care most about Law Review; Moot Court also demonstrates excellence to employers.
· Concentrations/majors, major scholarships, awards, student organization leadership activities, study abroad, and competitions as bullet points under each school. Brief note to explain awards (What’s a CALI? How did you earn that scholarship?).
· Choose a few highlights; do not go overboard with undergrad details or law school clubs.

Work History
· Focus on legal or professional experience if you have it.
· It’s okay to list non-legal experience on your first resume. By the end of law school, you will have plenty of relevant experience from summer work, externship, or clinical law experience!
· Job duties like “drafting,” “analyzing,” “interpreting,” and “researching” go well here. Anything that translates to types of duties that a young attorney will perform!
· Present tense for current job descriptions, past tense for descriptions of past jobs.
· If we don’t see you again, note that after your first full-time legal job, your Work History section will go before your Education section.
· single line to list some work that might not directly relate to legal practice.
Professional and Community Engagement
· Include this section for substantial involvement in volunteer organizations.
· You may want to include bullet point descriptions much like you would use when listing paid employment.
· This may be a better place to list student organization leadership.
· Consider carefully whether to list roles that describe partisan political affiliations. We can discuss pros and cons of including partisan political engagement during your meeting.
Interests (optional but recommended)
· Listing a few hobbies and interests can be a great way to show employers that you are well-rounded, and it might help employers connect with you on a more personal level.
· Be strategic and specific: “Avid WVU football fan,” “Tennis (5 years playing, certified coach),” Skiing West Virginia and Pennsylvania resorts” works better than just “sports and fitness.”



[bookmark: _bookmark0]1 Be strategic with your address, if applicable. Employers will want to know if you have some existing connection to the geographic region of their office. Going to your hometown in another state? Use your “permanent address.”
[bookmark: _bookmark1]2 This should be some combination of your first name and last name. Do not use your MIX account. Do not use
 anything with a “screen name.”	

Maria E. King
52 Michigan Ave., Apt. 1, Morgantown, WV 26505
(304) 555-5555 | mariaeking1909@gmail.com

Education

West Virginia University College of Law	Juris Doctor anticipated May 2027
Merit Scholar
Lexis and Westlaw Research Certified
Women’s Leadership Council, Appalachian Prison Book Project

West Virginia University	May 2024
Bachelor of Arts in Criminology, Minor in Law & Legal Studies GPA: 3.938, summa cum laude
Rhododendron Scholar, Promise Scholar, Honors College Presidential Scholar President’s List and Dean’s List
Treasurer – Pre-Law Student Society Morrow National Debate finalist, 2017

Experience

Outback Steakhouse	January 2019 – July 2019
Hostess/Takeaway/Server
· Ensured customers were seated promptly and pleasantly
· Boxed takeaway orders and delivered food to customers in their vehicles
· Awarded Employee of the Month in March 2024
The Lofts	October 2022 – December 2023
Community Assistant
· Worked with prospective residents throughout the lease-signing process
· Monitored clubhouse and surrounding facilities
· Gave tours to prospective residents
· Handled marketing campaign for the apartment complex


Skills & Interests

· Proficiency in Spanish – written and spoken; currently studying Arabic
· Reading detective stories, running, gardening
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Maria E. King
3 Michigan Street, Morgantown, WV 26508
(304) 555-5555 mariaeking1909@gmail.com

EDUCATION
WEST VIRGINIA UNIVERSITY COLLEGE OF LAW	EXPECTED MAY 2025
Juris Doctor
· Rank: 8/118 – GPA: 3.68
· CALI Award for Excellence in Legal Reasoning, Research, and Writing – Fall 2022
· Extracurricular Activities:
· Editor: Family Law Quarterly
· Vice President: WVAJ Chapter at WVU College of Law
· Member: Women’s Leadership Council, Health Law Student Organization

MARSHALL UNIVERSITY	MAY 2022
Bachelor of Arts (B.A.) in Gender Studies
· GPA: 3.72; Magna Cum Laude
· John Marshall Scholar
· Summer 2014 Study Abroad in Brazil

LEGAL EXPERIENCE
WEST VIRGINIA UNIVERSITY HOSPITALS	FALL 2024
Legal Extern
· Drafted deposition summaries and various motions for assistant litigation counsel.
· Attended pre-trial conferences, depositions, and court proceedings.
· Drafted memoranda on topics including professional liability, premise liability, employment, and privacy compliance matters.

WEST VIRGINIA OFFICE OF THE ATTORNEY GENERAL	SUMMER 2024
Elections Division Intern
· Conducted legal research on state campaign finance laws, cybersecurity, and election systems.
· Processed election complaints and drafted responses to complainants and respondents.
· Coordinated project partnerships with the West Virginia State Bar and Municipal League.

WORK EXPERIENCE
CRACKER BARREL OLD COUNTRY STORE	OCTOBER 2018- JULY 2024
Server
· Waited tables to help pay living expenses while attending college and law school.
· Developed social skills by interacting with many different types of people.
· Managed competing priorities to ensure high-quality guest experience.


MIDDLE SCHOOL MARCHING BAND	FALL 2015- FALL 2022
Assistant Choreographer
· Choreographed eight routines per season
· Taught baton basics to students in Sixth through Eighth Grade
· Cultivated an environment conducive to learning, fun, and physical activity

Maria King
100 Michigan Avenue, Morgantown, WV 26506 | 304-555-5555 | Maria.E.King@gmail.com

Education
J.D. CANDIDATE | ANTICIPATED MAY 2027 | WEST VIRGINIA UNIVERSITY COLLEGE OF LAW
· GPA: 3.65 – Rank: 9 of 98
· West Virgnia Law Review Vol. 1, Associate Editor
· Supreme Court Clinic student attorney
· Dean’s Fellow – Contracts
· CALI Award – Fall 2024 Contracts

BACHELOR OF SCIENCE (B.S.) | MAY 2024 | WEST LIBERTY UNIVERSITY
· Major: Criminal Justice – Magna Cum Laude – GPA: 3.77
· Coursework focused on the federal criminal justice system
· Achieved Dean’s List recognition every semester


Legal Experience
Law Clerk | Major & Minor Law, Pittsburgh, PA | Summer 2023 & 2024
· Conducted extensive research on cases ranging from premises liability to employment law
· Drafted responsive pleadings for federal and state court proceedings
· Drafted briefs and motions presented and argued before the Court
· Wrote in-depth research memoranda to support ongoing litigation
· Exposed to all aspects of a large-scale document review project including panning, review, production, and interaction with eDiscovery service provider
· Reviewed and analyzed deposition testimony and drafted detailed summaries

Professional Experience
Assets Protection Team Leader | Target Corp., Morgantown, WV | Jan. 2020– July 2024
· Responsible for all safety and security needs of a large retail establishment with sales of $18M per year
· Maintained strict con�identiality regarding company information, internal investigations, and
suspected shoplifters
· Responsible for making �iscally prudent decisions in stressful situations
· Reduced annual inventory losses by over $40,000 for FY 2016
· Collaborated with store, district, and group leadership to ensure the completion of company objectives
· Prior to promotion, served as a sales �loor team member and store trainer

Interests
· Listening to true crime podcasts
· Traveling to National Parks
· Hiking
· Baking

MARIA E. KING
Current Contact: 3 Michigan St., Morgantown, WV 26505 | (724) 999-9999 | meking1199@mix.wvu.edu
Permanent Contact: 100 Main St., Charlotte, NC 28201 | (724) 999-9999 | mariaeking@gmail.com

EDUCATION


West Virginia University College of Law, Morgantown WV	Juris Doctor Candidate 2025
· Merit Scholar
· Student Bar Association Vice President
· Member: Energy Law Association, Women’s Leadership Council

University of North Carolina at Chapel Hill, Chapel Hill, NC	Fall 2022
· Bachelor of Science (B.S.), Environmental Science, Cum Laude graduate
· Tar Heel Award, 2013-2014
· Tutor: Environmental Studies, GIA, Geography, and Geology, 2012-2014

WORK EXPERIENCE


Land Use and Sustainable Development Law Clinic, Student Attorney	August 2024-May 2025
· Drafted and prepared legal memoranda, title opinions, deeds, and easements
· Counseled local governments on land use and comprehensive planning

WVU Medicine, Legal Extern	January 2024-May 2024
· Researched
· Drafted memoranda
· Tracked West Virginia legislation during the session and drafted oﬃce updates

Valerie Ruiz, Attorney at Law, Law Clerk	May – August 2023
· Drafted estate documents, real estate purchase agreements, title searches, deeds, and
conveyances
· Assisted in document signings and client meetings

Mecklenburg Department of Public Works, GIS Intern	May - August 2022
· Updated a GIS database with information on 2,000 sewers
· Developed speciﬁcations for installation of storm sewers
· Participated in the Local Government Academy and municipal meetings

NORTH CAROLINA BAR ASSOCIATION ACTIVITIES

· Student Member, 2022-Present
· Bar Examination candidate, July 2025
· Legislative Update: NC Real Property Law webinar, July 2024, participant
· Easement Drafting 101, Mecklenburg County Courthouse, June 2024, participant
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