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PROFESSIONAL SUMMARY
· Summary Statement 1 
· Summary Statement 2
· Summary Statement 3
PROFESSIONAL EXPERIENCE
COMPANY 1											Date  – Present
Position
Description of role and responsibilities.
Key Contributions:	      		
· Key Contribution 1 
· Key Contribution 2
· Key Contribution 3
· Etc.
COMPANY 2							      				Date – Date
Position
Description of role and responsibilities.
Key Contributions:
· Key Contribution 1
· Key Contribution 2
· Key Contribution 3
· Etc.
COMPANY 3							    				Date – Date
Position
Description of role and responsibilities.
Key Contributions:
· Key Contribution 1
· Key Contribution 2
· Key Contribution 3
ADDITIONAL/VOLUNTEER EXPERIENCE
COMPANY 4							    				Date – Date
Position
Description of role and responsibilities.
Key Contributions:
· Key Contribution 1
· Key Contribution 2
COMPANY 5							    				Date – Date
Position
Description of role and responsibilities.
Key Contributions:
· Key Contribution 1
· Key Contribution 2
EDUCATION
INSTITUTION NAME										Date Achieved 
Program/Course Name	

INSTITUTION NAME										Date Achieved 
Program/Course Name	

INSTITUTION NAME										Date Achieved 
Program/Course Name				              
PROFESSIONAL DEVELOPMENT
INSTITUTION NAME										Date Achieved 
Program/Course Name	

INSTITUTION NAME										Date Achieved 
Program/Course Name	

INSTITUTION NAME										Date Achieved 
Program/Course Name	

General Tips:
· Summary Statements in PROFESSIONAL SUMMARY section should provide the reader with an overview of who you are and what you can bring to an organization
· Use specific data/metrics/results wherever possible
· Dedicate more space to more impactful and more recent roles
· Utilize present tense when describing current role/projects and past tense for past roles/completed projects
· Include more/less roles as necessary
· Add/Remove sections as necessary
· Use reverse chronological order (begin with most recent and work your way backwards)
· Try to keep to 1-3 pages
· REMEMBER TO DELETE THESE TIPS ONCE YOU’RE FINISHED WRITING YOUR RESUME!

