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–   S U M M A R Y    – 

Try to make this section fit the job description you are applying for. Write short, compelling text, trying to cover all requirements in 

four to five sentences. Describe your experience and achievements and show your key abilities. Hiring managers want to know how 

you will provide value to the company. In addition, you can include the following relevant skills or areas : 

area of expertise   /   area of expertise   /   area of expertise   /   area of expertise   /   area of expertise 

area of expertise   /   area of expertise   /   area of expertise   /   area of expertise   /   area of expertise 

–   W O R K  E X P E R I EN C E    – 

P OSI T IO N T I TL E H ER E  / Company                                                                                                   2019 –  Present 

This main paragraph can be utilized to summarize the position, the work you have done, or to give a short description of the company. 

If the company is fairly unknown, but it cooperates with well-known brands – you ought to mention it. You can also omit this 

paragraph and move directly to the bullets. 

• Use up to 5 job description bullets for each position. 

• In each bullet point, attempt to show achievement in your resume, not responsibility. Introduce experience related to the 

position you are looking for and eliminate all other information. 

• Your current job should have the most bullets and the most detailed information. When going back in time, limit the number 

of points in the job description and add only the most relevant responsibilities and achievements. 

• Use powerful resume action words on all bullet points, such as delivered, managed, promoted, achieved, etc. 

• Do not write down all the tasks you perform. Make every key point of your resume win its place. 

P OSI T IO N T I TL E H ER E  / Company                                                                                                      2016 –  2019  

The work experience part of the resume is the basis that makes you eligible or ineligible to participate in the interview or the next 

step in the recruitment process. 

• Your resume should only use simple words and phrases. 

• Do not copy any words in the service description, and phrases should be written by your own hand, not copied from online 

sources. 

•  It is not advisable to write explanations, comments, references, etc. Only state pertinent dates, information, and achievements. 

–   E D U C A T I O N  &  C E R T I F I C A T I O N S    –                                                                              
 

BACH E LOR ' S  DEGR E E I N MAJOR                                                  2010 –  2014 

Institution or university / Location           

ADDIT IO NAL TR A IN ING O R  QU ALI F ICA T ION                                                                             2020 

Organization or company / Location           

CER TI F ICA T ION OR  COU R SE                                                        2014 –  2016  

Institution or university / Location 


