[YOUR FULL NAME]
[City, ST]
(555) 555-0100
your.name@example.com
linkedin.com/in/your-profile
[yourportfolio.com]
PROFESSIONAL SUMMARY
[Two or three sentences. Say what you do, at what level, in what domain, and the single strongest piece of evidence you have. Write it last, after the experience section, so it summarises something real rather than setting up a promise the rest of the document does not keep.]
EXPERIENCE
[Full Job Title]
[Company Name, Inc.] — [City, ST]
2022 – Present
1. Led [initiative] across [scope], resulting in [measurable outcome].
1. Improved [metric] from [X] to [Y] by [the specific thing you did].
1. Managed [budget, team size, or process] across [scope].
1. Built [what you built] that [replaced / reduced / enabled] [the specific before-and-after].
[Full Job Title]
[Company Name, Inc.] — [City, ST]
2019 – 2022
1. Owned [area], and [the decision you actually made], which [result].
1. Reduced [cost, time, or error rate] by [amount] through [action].
1. Ran [process or programme] for [scope], delivering [outcome].
SKILLS
[List the skills you can defend in an interview, separated by commas. Group them plainly if it helps: tools, methods, domains. Do not pad this with words you cannot back up — every line here is something an interviewer may ask you to demonstrate.]
EDUCATION
[Degree, Field of Study]
[Institution Name] — [City, ST]
2015 – 2019
CERTIFICATIONS
[Certification Name] — [Issuing Body], [Year]
[Delete this whole section if you have none. An empty heading is worse than no heading.]
HOW TO USE THIS TEMPLATE — DELETE THIS SECTION
1. Replace everything in [square brackets]. Replace the example dates too. Then delete this section.
1. Keep it one column. Do not move your name or contact details into a header, a footer, or a text box — vendors document that as a cause of parsing failure.
1. Do not add photos, logos, icons, or word art, and do not use a table to lay anything out.
1. Write bullets as evidence: what you did, at what scope, and what changed. A number you can defend beats an adjective.
1. Save as .docx or PDF — but not as an image, and keep the file well under 2.5 MB.
1. Then test the file you actually intend to send: rolesprint.io/ats-friendly-resume
