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SUMMARY
Briefly summarize who you are professionally and how your experience and skills bring value to the role and organization. An easy formula to follow is: "# years of" + your professional field (use an adjective that reflects your area of expertise, like digital marketing or senior software development) + "experience with a proven track record of" + a key accomplishment or action + "using" + specific skills and personal interests (if relevant) + "to" + a strong action verb (like deliver, build, create) + the value you offer an organization.
[bookmark: _Toc1966102618]SKILLS
Languages: E.g., English (Native), French (Fluent), Spanish (Conversational)
Programs and Tools: E.g., Google Ads, Ahrefs, Semrush, Meta Business Suite, Facebook Ads Manager, HubSpot, Salesforce, Canva, Adobe Suite, Sprout Social, Mailchimp, WordPress, Shopify, Jira
Technical Skills: E.g., Search Engine Optimization (SEO), Customer Relationship Management (CRM), Email Marketing, Workflow Automation, Data Analysis and Visualization, Project Management, Web Analytics
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[bookmark: _Toc1320872315]Position Title | Organization Name | City, State/Province | MM/YYYY – MM/YYYY
Use strong accomplishment statements that demonstrate your capabilities and show how you brought value to the organization through your role. Use powerful action verbs that convey leadership. 
[bookmark: _Int_xu3rIIM0]Feature what you accomplished (including measurable results where possible), why it was important and how you achieved it using the key skills that are most relevant to the position you are applying for.
[bookmark: _Toc337297642]Position Title | Organization Name | City, State/Province | MM/YYYY – MM/YYYY
Using the format “Accomplished X, as measured by Y, by doing Z”, an easy formula to follow is: Action you took + Purpose and result (measurable impact, value, and why it mattered) + How you did it (skills). 
E.g., “Directed a social media campaign to strengthen brand awareness, increasing audience reach by 20% in three months through data-informed targeting and interactive content design”.
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For roles held for less than 6 months, include key accomplishments followed by a brief explanation for leaving the position to provide context and prevent misinterpretation by hiring managers. 
E.g., “Recruited to new role offering expanded responsibilities and long-term growth plan” or “Position ended due to departmental restructuring, company-wide downsizing or economic conditions”. 
Position Title | Organization Name | City, State/Province | MM/YYYY – MM/YYYY
For employment gaps of 6+ months, include a concise explanation as a standalone entry. E.g., “Career Break for Family Care | MM/YYYY – MM/YYYY” with the explanation “Full-time caregiving duties”.
[bookmark: _Int_ouKJuBE5]Or include a brief explanation at the end of the prior role. E.g., “Left to complete full-time master’s program” or “Transitioned to full-time caregiving responsibilities”.
[bookmark: _Toc43430357]EDUCATION
Name of Degree/Diploma | Institution Name | Location | YYYY (MM/YYYY if within the last year)
Certificate/Designation/Licence/Professional Development Course | Institution Name | Location | YYYY
