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NAME SURNAME
Insert a catchy headline or title here
Suburb/City, State Zip Code | T: 0000 000 000 | E: email@email.com
PROFILE
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A resume profile, which is a detailed synopsis of your skills and expertise, should be between two to four sentences long. You should begin with a statement declaring your years of experience in a particular position or job sector. Leading with your experience will catch the attention of the Hiring Manager. Make sure to include your job title too. (e.g. A certified public accountant with 10+ years’ experience in ledger and account reconciliation processes).
CORE COMPETENCIES 
· Adding a list of core competencies in bullet points will help your resume get noticed by Hiring Managers.          

· Limit this to a maximum of 7 bullet points. Overwhelming Hiring Managers with qualifications can have an adverse effect. Instead of making an impression, they might lose interest. 
· Check out the job descriptions and get ideas from there. 
· Have a good balance of soft skills (e.g. communication, flexibility, problem solving, leadership) and hard skills (e.g. foreign language proficiency, typing speed, software proficiencies).
· Use only bullet points or columns but not text boxes as these are not friendly to online job boards and are sometimes not detected by the automated Applicant Tracking System (ATS). 
KEY ACCOMPLISHMENTS
· With an accomplishments section, you can demonstrate to potential employers that you are a contributor, someone who adds value to a company, and someone who goes beyond the basic job duties. 

· Think about praise you’ve received, awards and promotions you’ve given, and any special responsibilities you’ve handled. 
· If you’re having trouble thinking of achievements, re-examine your past performance evaluations.

· Focus on CAR (Challenge, Achievement, Result) or STAR (Situation, Task, Action, Result) formula. 
· Numbers talk. Use numbers whenever you can – money saved, decreased costs, achieving more with less. The best numbers are in dollars.
· If not possible to give a dollar amount, use other measures. Examples: amount of time saved, percent reduction in customer complaints, number of people affected. 
PROFESSIONAL EXPERIENCE

Company Name, City, State 
Month Year – Month Year 
Position 
Insert 2-3 key job responsibilities here. For supervisors and managers, include span of responsibility such as number of direct reports and budget accountability.  
Key Contributions 
· Key Contribution 1 

· Key Contribution 2 

· Key Contribution 3

[image: image3.jpg]


Name Surname 

T: 0000 000 000 | E: email@email.com
Company Name, City, State 
Month Year – Month Year 
Position 

Insert 2-3 key job responsibilities here. For supervisors and managers, include span of responsibility such as number of direct reports and budget accountability.  

Key Contributions 
· Key Contribution 1 

· Key Contribution 2 

· Key Contribution 3 
Company Name, City, State 
Month Year – Month Year 
Position 

Insert 2-3 key job responsibilities here. For supervisors and managers, include span of responsibility such as number of direct reports and budget accountability.  

Key Contributions 
· Key Contribution 1 

· Key Contribution 2 

· Key Contribution 3 
COMPANY NAME, City, State 
Month Year – Month Year 
Position 

Insert 2-3 key job responsibilities here. For supervisors and managers, include span of responsibility such as number of direct reports and budget accountability.  

Key Contributions 
· Key Contribution 1 

· Key Contribution 2 

· Key Contribution 3 
PROFESSIONAL QUALIFICATIONS 
· Academic Degree | NAME OF INSTITUTION | Year    

· Insert another certification or license here | NAME OF INSTITUTION | Year    

· Insert another certification or license here | NAME OF INSTITUTION | Year    
OTHER INFORMATION 

· Insert other information here such as citizenship and residency status 
REFERENCES 

Available Upon Request (You may also replace this section with testimonials by mentioning a few positive highlights from your previous Manager or Supervisor)
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