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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.  

S K I L L S   

P r o f e s s i o n a l :  Communication   |   Negotiation   |   Collaboration   |   Build Relationship   |   Coaching   |   Market 

Knowledge   |   Sales Planning   |   Develop Budgets   |   Analytics   |   Meeting Sales Goals   Analytics   |   Sales Goals 

T e c h n i c a l :  Microsoft Word   |   Microsoft Excel   |   Adobe Acrobat   |   Google Ads   |   Google Analytics   |   Trello   |   

Tech Skill 1   |   Tech Skill 2   |   Tech Skill 3   |   Tech Skill 4   Tech Skill 1   |   Tech Skill 2   |   Tech Skill 3   |   Tech Skill 4   

W O R K  E X P E R I E N C E   

P o s i t i o n  T i t l e  H e r e                                                                                 2019 – Present                      
Company   |   Location 

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

of the company. 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 o s i t i o n  T i t l e  H e r e                                                                                     2016 – 2019                                                        
Company   |   Location  

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.  

• Your resume should only use simple words and phrases. 

• 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. 

• 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  

M a s t e r ' s  D e g r e e  i n  M a j o r                                                        2014 – 2016 
Institution or university   |   Location                                                                                      

B a c h e l o r ' s  D e g r e e  i n  M a j o r                                                                                 2010 – 2014 
Institution or university   |   Location                                                                                  


