Name Header
[image: Receiver] Phone     [image: ] email@email.com     [image: ] linkedin.com/in/YourProfile

Name Header	pg. 2


Professional Profile

Highlight and type a summary paragraph of your qualifications, skills and experiences over this text.  Three to 6 lines of text are typical.    Include the 4 key elements that build a case for your target position, including:  Functional Title & Level, Specific Areas of Functional Expertise; Strengths, Experience & Personal Attributes; Impact/Contribution towards organizations, focused towards the future.  Optional:  if adding bullets include below text in a column (table format).  
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Career History

TYPE COMPANY NAME OVER THIS TEXT, City, Province	XXXX - XXXX
First Job Title Here, Lower Case, Bolded (XXXX - XXXX)
Highlight this text and add the overall dimension of function.  Your job scope should include with any metrics:  i.e., size of staff managed or the size of your team, budget authority, products, sites, systems managed, etc.
· First item in list of accomplishments. Guideline is to provide 1-2 accomplishments per year in the role.    (Express accomplishments in terms of results (business impact), actions and actions (how) and challenges/constraints (what made it difficult.)  
· Second item in list of accomplishments.  
· Third item in list of accomplishments.  

Second Job Title, Lower Case, Bolded (XXXX - XXXX)
Highlight this text and add the overall dimension of the next function, as above.  
· First item in list of accomplishments.  Include challenge; how you met it, with quantifiable results if possible.  Type lines as needed to describe the item.  Typing will automatically wrap appropriately with hanging indents.
· Second accomplishments.  Again, provide the challenge, how you met it, with quantifiable results.  Type lines as needed to describe the item. 
· Third accomplishment in list, with accomplishments for each role following same format, with 1-2 accomplishment bullets per year in this position.  

2ND COMPANY NAME HERE, City, Province	XXXX - XXXX
Job Title, Lower case bolded
Try to keep the company name above with the Job title and job scope together, use a hard return to bring the whole paragraph to the second page, if needed.  (We'll help format this as needed, stay focused on content.)
· Type lines as needed to describe the accomplishment.  


3RD COMPANY NAME HERE, City, Province							XXXX - XXXX
Job Title, Lower case bolded
Highlight this text and type brief description or summary of responsibilities.
· First item in list of accomplishments.  Include challenge, how you met it, with quantifiable results 
· Positions earlier in a person’s career tend to require shorter descriptions.


Education & Professional Development

Degree, Major	XXXX
NAME OF INSTITUTION, City Province

Type of Certification/Training/License	XXXX
NAME OF INSTITUTION, City Province

BOARD EXPERIENCE:
Member, ORGANIZATION	


Community / Civic Involvement

ORGANIZATION NAME, years joined or years in role/as member
Title
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