
T I P :  U s e  k e y w o r d s  a n d  q u a l i f i c a t i o n s
f r o m  t h e  j o b  d e s c r i p t i o n

Personal Information
N a m e ,  E m a i l ,  P h o n e  N u m b e r  ( o n l y  o n e ! ) ,  a n d  L i n k e d I n  U R L .
C i t y ,  S t a t e  a n d  Z i p  i s  o p t i o n a l .

 Summary
4 - 5  l i n e s ,  s u m m a r i z i n g  y o u r  p r o f e s s i o n a l  s k i l l s  a n d  e x p e r i e n c e .    I n c l u d e  y o u r
t a r g e t  p o s i t i o n  t i t l e  a n d  y e a r s  o f  e x p e r i e n c e :  “ L i c e n s e d  P h y s i c a l  T h e r a p i s t
w i t h  o v e r  7  y e a r s  o f  e x p e r i e n c e  m a n a g i n g  r e h a b i l i t a t i o n  f a c i l i t y . ”

Skills
C u s t o m i z e  y o u r  a r e a s  o f  e x p e r t i s e  f o r  e a c h  s p e c i f i c  j o b .  U s e  k e y w o r d s  t o  r e f l e c t

t h e  q u a l i f i c a t i o n s  y o u  h a v e  f o r  t h e  r o l e .

Accomplishments
U s e  3  b u l l e t e d  a c c o m p l i s h m e n t s .  I n c l u d e  m e a s u r a b l e  o u t c o m e s
w i t h  s p e c i f i c  n u m b e r s ,  s u c h  a s ,  “ I n c r e a s e d  d e p a r t m e n t  s a l e s  b y
2 5 %  w i t h i n  9  m o n t h s . ”  T h e  m o r e  s p e c i f i c  y o u  c a n  b e ,  t h e  b e t t e r !

Experience
I n c l u d e  t h e  m o s t  r e c e n t  1 0 - 1 5  y e a r s  o f  e x p e r i e n c e ,  b o t h  p a i d  a n d  v o l u n t e e r .  S t a r t  w i t h
y o u r  c u r r e n t  o r  m o s t  r e c e n t  p o s i t i o n .  L i s t  t h e  c o m p a n y  n a m e ,  y e a r s  e m p l o y e d ,  a n d  j o b
t i t l e .  D o n ' t  l i s t  e v e r y  j o b  d u t y ;  i n s t e a d  s u m m a r i z e  s o m e  o f  t h e  h i g h l i g h t s  y o u  a c h i e v e d .
E x p r e s s  h o w  y o u r  w o r k  i m p a c t e d  t h e  o r g a n i z a t i o n .  

Education & Training
L i s t  y o u r  m o s t  r e c e n t  e d u c a t i o n  f i r s t .  D o n ' t  i n c l u d e  d a t e  o f  g r a d u a t i o n ,  u n l e s s
y o u   g r a d u a t e d  w i t h i n  t h e  l a s t  3  y e a r s .  I n c l u d e  a n y  r e c e n t  t r a i n i n g ,  a s  w e l l  a s
r e l e v a n t  c e r t i f i c a t i o n s .
 

https://medium.com/@preslavrachev/the-role-of-the-full-stack-developer-in-large-

R e f e r e n c e s  A v a i l a b l e  U p o n  R e q u e s t
A n  O b j e c t i v e
T i m e s  N e w  R o m a n  o r  A r i a l  f o n t
A  P h o t o
O u t d a t e d  s o f t w a r e  t r a i n i n g  o r  c e r t i f i c a t i o n s

 

Resume Essentials Cheat Sheet

N O T E :  I f  y o u  d o n ' t  h a v e
s p e c i f i c  n u m b e r s  o r

p e r c e n t a g e s  t o  u s e ,  y o u  c a n
s t i l l  d e s c r i b e  y o u r  i m p a c t  t o

t h e  c o m p a n y .

loveyournicheconsulting.com
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What to Include on Your Resume in 2020

What NOT to Include

T h e  p u r p o s e  o f  y o u r  r e s u m e  i s  t o  h i g h l i g h t  y o u r  q u a l i f i c a t i o n s  t h a t  a r e  r e l e v a n t  f o r  a
s p e c i f i c  j o b ,  s o  t h a t  t h e  R e c r u i t e r  o r  H i r i n g  M a n a g e r  w a n t s  t o  k n o w  m o r e  a b o u t  y o u .
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Job Title

Contribution to Company/What you  achieved

 Current Company, City, State                   Year - Year
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Education
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Job Title

Contribution to Company/What you  achieved

 Company, City, State                   Year - Year
 

University City, State

Type of Degree, Major

Minor

Add Your References on a Second Page!
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