
First Name Last Name 
City, State 

 
Phone Number Email LinkedIn  

 

Professional Summary 

 
 

This is a summary of all your related experience to this specific role. Avoid 
mentioning your job experience in unrelated roles. Include performance metrics, 
how your numbers impacted your department or company at large, and 

demonstrate strong interpersonal and communication skills. Also include any 
systems or software you’re familiar with typically required for your desired role. 

 

Experience 
 

 

Job Title        MM/YYYY-MM/YYYY 
Company        Location 

● Strong Verbs: Facilitated, managed, lead 
● Weak Verbs: Assisted, helped, learned, etc. 

● Use specific numbers/metrics 
● Provide details on the purpose of your work, the scope of the project, 

and what you produced or accomplished 
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Job Title         MM/YYYY-MM/YYYY 

Company        Location    

● Strong Verbs: Facilitated, managed, lead 
● Weak Verbs: Assisted, helped, learned, etc. 

● Use specific numbers/metrics 
● Provide details on the purpose of your work, the scope of the project, 

and what you produced or accomplished 
 



Education 

 
Degree Earned 

School Attended 
Year graduated       Month 20XX 

 

Professional Skills

 

● Include any relevant skills specific to the role.  
● Microsoft Excel (insert specific level of proficiency or unique functions if 

applicable) 
● Bilingual? Include every language you speak as that will make you 

more marketable.  

● See if any skills from the job description align with yours 
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