
 
 

Internship Resume 101: Free Template & Writing 
Guide 
Staring at a blank page, trying to write your first resume can be terrifying. How are you 
supposed to fill a whole page when you have little to no "real" work experience? 

Let's reframe that. A resume isn't just a record of past jobs. It's a one-page marketing 
document for you. Its goal is to showcase your skills, highlight your potential, and 
convince a hiring manager that you are worth interviewing. And you have plenty to show. 

This guide will provide you with a free, easy-to-use template and a step-by-step 
walkthrough of how to craft a professional internship resume that gets noticed. By the 
end, you'll have a powerful document that focuses on your strengths and makes you a 
standout candidate. 

 
 
 

#1: The Golden Rules of Internship 
Resumes 
 

● Keep It to One Page. This is the most important rule. For a student or recent 
graduate, anything longer is too long. Recruiters spend only seconds on each 
resume; make every inch count. 



● PDF is King. Always save and send your resume as a PDF. It preserves your 
formatting across all devices and looks professional. Name it something clean, like 
FirstName_LastName_Resume.pdf. 

● Tailor, Tailor, Tailor. One resume is not enough. For each internship you apply for, 
tweak your resume to highlight the skills and projects that are most relevant to that 
specific job description. 

● Keywords Are Your Friend. Many companies use Applicant Tracking Systems (ATS) 
to scan resumes for keywords. Mirror the language from the job description (e.g., if 
they ask for "data analysis," use that phrase instead of "analyzing data"). 

 
 Date

#2: Your Free Internship Resume 
Template 
This template is designed to highlight skills and projects over traditional work history. 
Simply copy the structure below and fill it in with your details. 

[YOUR NAME] 
[City, State] | [Phone Number] | [Professional Email Address] | [Your LinkedIn Profile 
URL] 
 
--- 
 
EDUCATION 
[Name of University] | [City, State] 
[Your Degree, Major/Minor] | Expected Graduation: [Month Year] 
GPA: [Your GPA - Optional, include if 3.0 or higher] 
 
--- 
 
SKILLS SUMMARY 
• Skill 1 (e.g., Python Programming) 
• Skill 2 (e.g., Data Analysis & Visualization) 
• Skill 3 (e.g., Public Speaking) 
• Skill 4 (e.g., Bilingual in English and Spanish) 
• Skill 5 (e.g., Microsoft Office Suite) 
 
--- 
 
RELEVANT PROJECTS 



 
[Project Name 1] | [Date or Semester] 
• Action-oriented bullet point describing your role and the project's purpose. Used 
the STAR method (Situation, Task, Action, Result) to frame your contribution. 
• Quantified your achievement. For example, "Increased efficiency by 15%" or 
"Presented to a class of 50 students." 
• Highlighted a key technical or soft skill you demonstrated in the project. 
 
[Project Name 2] | [Date or Semester] 
• Led a [Number]-person team to develop a [type of project] that accomplished [the 
result]. 
• Utilized [specific software or skill] to analyze [what you analyzed] and draw 
conclusions. 
• Another impressive, action-oriented bullet point showing your capabilities. 
 
--- 
 
LEADERSHIP & EXTRACURRICULAR EXPERIENCE 
 
[Name of Club or Organization], [Your Role] | [Dates of Involvement] 
• Achieved [quantifiable result] through [specific action]. For example, "Managed a 
$500 budget for the annual club fair." 
• Coordinated with a team to organize [name of event], resulting in [positive 
outcome]. 
 
[Volunteer Experience], [Your Role] | [Dates of Involvement] 
• Contributed [#] hours to [name of cause], demonstrating commitment and [a key 
skill]. 
 
--- 
 
(OPTIONAL) WORK EXPERIENCE 
 
[Company Name], [Job Title] | [Dates of Employment] 
• Honed [transferable skill] by [performing a specific task]. For example, "Honed 
client communication skills by resolving customer issues in a fast-paced retail 
environment." 
• Demonstrated reliability and time management by [a specific responsibility]. 

 
 
 



#3: Building Your Resume: 
Section-by-Section  
1. The Header 

This is simple but crucial. Use a professional email address 
(firstname.lastname@email.com), not your old high school one. Make sure your LinkedIn 
URL is complete and professional. 

2. Education 

This section goes at the top because it's your most recent and relevant qualification. Keep 
it clean and simple as shown in the template. 

3. Skills Summary 

Think of this as your highlight reel. Read the job description and pull out the top 5 skills 
they're looking for that you possess. This section lets a recruiter see you're a good fit in 
just a few seconds. 

4. Relevant Projects 

This is your most important section. This is where you prove you can do the work. 

● Choose 2-3 of your most impressive projects from classes, clubs, or personal 
learning. 

● For each bullet point, start with a strong action verb (see list below). 
● Use the STAR method: 

○ Situation: What was the context? (e.g., A semester-long class project...) 
○ Task: What was your goal? (...to build a marketing plan for a local startup.) 
○ Action: What did you do? (I conducted market research, analyzed 

competitors, and designed a social media content calendar.) 
○ Result: What was the outcome? (The plan was adopted by the startup and 

resulted in a 15% increase in their Instagram followers.) 

5. Leadership & Extracurriculars 

Don't just list clubs you were in. Show what you did. Did you organize an event? Manage a 
social media account? Lead a meeting? These are all experiences that demonstrate 
responsibility and soft skills. 

6. Work Experience (Optional) 



If you've had part-time jobs, include them! The key is to frame your duties in a professional 
context. 

● Barista -> Customer Service, Cash Handling, Inventory Management 
● Camp Counselor -> Leadership, Child Supervision, Program Planning 
● Retail Associate -> Sales, Client Communication, Point-of-Sale (POS) Systems 

Polish Your Resume with Power Words 

Swap out boring phrases like "responsible for" with dynamic action verbs. 

Instead of... Use... 

Did Executed 

Helped Assisted, Supported 

Led Coordinated, Chaired, Directed 

Made Developed, Created, Designed 

Researched Analyzed, Evaluated, Identified 

Your resume is now a compelling story of your potential. It demonstrates that even 
without a lengthy list of job titles, you possess the skills, drive, and experience to be a 
valuable intern. 
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