
First Last 

City, State Zip | (xxx) 123-4567 
Professionalname@mail.com | LinkedIn.com/in/yourURLhere 

 
Headline e.g. Certified Business Analyst | Project and Event Coordinator | Trainer/Facilitator 

 

Professional Summary 

A/an (adjective) (noun) with (number) years of experience in the (functional knowledge /Industry).  Key 
functions/ strengths/ responsibilities include (skill), (skill), and (skill). Special abilities in both (skill) and 
(skill). A (adjective) and (adjective) person who (verb) and (verb). 
 

Highlighted Skills 

Important Skills first 2 – 3 Word Phrases  Keep it Simple 
Pull from Job Posting Gives Clues  Be Creative 
Use 3 Columns Relevant Skills  No Bullets 
3 – 4 Lines Create Visual Center  Soft Skills Last   
 

Professional Experience 

Most Recent Position Title Month/Year – Month/Year 
Name of Company, City, State 

Optional: You can add a short 2 – 3 sentence paragraph giving context to your company or position re-
sponsibilities here if you’d like, but it is not necessary. 

 Use QUANTIFIABLE accomplishment statements to tell not only what you did, but most importantly, 
how much, how often, and how well you did it. 

 The strongest bullet points highlight the positive result first, then the action you took. 

 For example: Increased customer traffic by 30% by implementing a new (descriptor) system. 

 Stick to 3 – 7 bullet points per position, no longer than 1 – 2 lines each, giving more emphasis to the 
most recent and relevant positions. 

 

Second Position Title Month/Year – Month/Year 
Name of Company, City, State 

 If employed with one company more than 10+ years in multiple positions, split up work experience to 
show progression in responsibilities and career advancement. 

 Support highlighted skills by showing how you used them in your position. 

 Use action words to describe your accomplishments. 

 Highlight transferrable skills and accomplishments relevant to the position you seek 

 Try to think of examples where you saved money, increased customers, increased sales, improved a 
process, dealt with a difficult situation effectively, demonstrated leadership, etc. Use dollar signs and 
percentages where possible. 

 

Education/Training 

Name of Degree (Date Optional) 
School, City, State 
 

Name of Certification (Date Optional) 
School, City, State 
 

Awards and Professional Associations 

List relevant awards and accolades here 
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Building a Networking Resume 

See page 2 for explanations 
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Building a Networking Resume 
 

TIP:  

TIP:  
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