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YOUR NAME HERE
Street Address Here
City, State, Zip
999-999-9999
Email@Address.com
2-3 WORD TITLE/PROFESSION/BRANDING STATEMENT
This is a brief value statement about my skills and why you want to read more about me.  In not more than 3 brief action oriented sentences, this will make you want to know more about my work experience. Most recruiters will stop reading at this point if you do not have them hooked.
	· Key skill areas 
	· Preferably Six 
	· Key Word Searchable 

	· That I Deliver
	· But Up to Nine Work 
	· Industry or Profession Specific 

	· My Value Proposition 
	· Bulleted list
	· Meaningful


PROFESSIONAL EXPERIENCE

MOST RECENT COMPANY, City, State 
Year-Year
Company description or tag line
Position Title
Action statement describing scope of position and what it accomplishes for the organization that you further describe by industry and relevant characteristics such as sales, revenue, locations.  
· Selected accomplishments using action words describing what you accomplished and why it mattered.  Every statement should conclude with something that answers the “So what?” question. 
· These will be a basis for the STAR or SOAR stories you can share in the interview. 
· Identify at meaningful accomplishments for each of the most recent positions, with fewer to no examples as the positions are more removed in time. 
· Use up to four or five for the most recent two jobs and be succinct. 
NEXT OLDER COMPANY, City, State 
Year-Year
Company description or tag line
Position Title  (Year-Year, if multiple positions with same company)
Action statement describing scope of position and what it accomplishes for the organization that you further describe by industry and relevant characteristics such as sales, revenue, locations, numbers of employees.  

· Selected accomplishments using action words describing what you accomplished and why it mattered.  Every statement should conclude with something that answers the “So what?” question. 

· These will be a basis for the STAR or SOAR stories you can share in the interview. 

· Identify at meaningful accomplishments for each of the most recent positions, with fewer to no examples as the positions are more removed in time. 

· Use up to four or five for the most recent two jobs and be succinct. 

An Earlier Position with the same company 
Year-Year
Action statement describing scope of position and what it accomplishes for the organization.  
· Selected accomplishments using action words describing what you accomplished and why it mattered.  Every statement should conclude with something that answers the “So what?” question. 
NEXT OLDER COMPANY, City, State 
Year-Year
Company description or tag line
Position Title 
Action statement describing scope of position and what it accomplishes for the organization that you further describe by industry and relevant characteristics such as sales, revenue, locations.  
· Selected accomplishments using action words describing what you accomplished and why it mattered.  Every statement should conclude with something that answers the “So what?” question. 

EDUCATION

Degree, Name of University (highest degree first)
Degree, Name of University
OTHER

Relevant professional certifications
Relevant professional awards or recognition

Community Boards and Leadership Positions 
Formatting Used in This Document

Font:  Arial, 11 point 

(Except: YOUR NAME on first page is in 12 point;
Header on second page is in 10 point)

Margins:  Top: .88”, Sides: .70”, Bottom: .70”

Line Spacing: 1.15 lines throughout (makes it easier to read)

Double Lines above and below Value Statement are 
paragraph borders for the paragraphs preceding 
and following the Value Statement in ¾ pt size

