
YOUR FULL NAME 

City, State | (555) 123-4567 | email@example.com | linkedin.com/in/yourprofile 

PROFESSIONAL SUMMARY 
[Write 2-3 sentences summarizing your professional background, key skills, and what you bring to the role. 
Focus on your years of experience, main expertise areas, and notable achievements. Tailor this section to 
match the job description you're applying for.] 

WORK EXPERIENCE 
Job Title | Company Name 
City, State | Month Year – Present 
• [Action verb] + [task/responsibility] + [result/impact with metrics when possible] 
• [Led/Managed/Developed/Created] [specific project or task] resulting in [quantifiable outcome] 
• [Collaborated/Coordinated] with [teams/stakeholders] to [achieve specific goal] 
• [Implemented/Improved] [process/system] which [specific benefit or metric] 

Previous Job Title | Previous Company Name 
City, State | Month Year – Month Year 
• [Describe a key achievement or responsibility with measurable results] 
• [Highlight relevant skills used and outcomes achieved] 
• [Include keywords from your target job description] 

EDUCATION 
Degree Name (e.g., Bachelor of Science in Computer Science) 
University Name | City, State | Graduation Year 

SKILLS 
Technical Skills: [List relevant technical skills, software, tools, programming languages] 
Languages: [English (Native), Spanish (Fluent), etc.] 
Soft Skills: [Leadership, Communication, Problem-solving, Team Collaboration] 

CERTIFICATIONS & TRAINING 
• [Certification Name] – Issuing Organization | Year 
• [Relevant Course/Training] – Platform/Institution | Year 

PROJECTS (Optional) 
Project Name | github.com/username/project 
[Brief description of the project, technologies used, and your role. Include metrics or outcomes if applicable.] 
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