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PROFILE

This is anintroduction about you thatwill help vour rea derunderstand why they should continue to read

your resumme, Your readerwants anidea of who vou are and what vouhave to offer them so highlight the

relevant and key capabilities that are applicable to the position you are applying for. You may custornize
asnecessary for different jobs, This canbe an effective way ofhighlighting experisnce that may be from

earlier in vour career that is important to the position you are targeting )

(Then hist the relevant skills and best assets vouhaveto offerto the company andto the posiionn

columns below)
R N
| Attmbutes . Personality
Skills Descrptors
PROFESSIONAL EXPERIENCE
Company Name, City, State Start Month, Year - Present
Job Tide

Wite a few sentences about what the company does and a general overview of vour position.

Accomplishments: (what wasvour work output? vour contributions and results” include quantifiable data
where you can)

> Increased productivity by X%, sales, efficiency, et

> Decreased expenses tumaround time by implementing new processes, ete
> Metbudget, deadlines, objectives, etc

> Introducedidea, concept, plan, etc

= Created Developed program, imtiative, group, etc

> Spearheaded, Led, Organized, x-y-z, etc

2 Performance review results’comments/ feedback

Company Name, City, State Start Month, Year - Present
Job Tide

VWnte a few sentences about what the company does and a general overview of your position.

Accomplishments: (what was vour work output? your contributions and results? include quantifiable data
where you camn)

= Increased productivity by X%, sales, efficiency, etc

* Decreased expenses, tumaround time by implementing new processes, etc
= Met budget, deadines, objectives, etc

> Introducedidea, concept, plan, etc
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& Created Developed program, initiative, group, etc
& Spearheaded, Led, Organized, x-v-z, eic
& Performance reviswresulis’'commments feedback

Company Name, City, State Start Month, Year - Present
Job Title

Write a few sentences about what the compary does and a general overview of your position.

Accomplishments: {(what was your work output? yvour contnbutions and results? mclude quantfiable data
where vou can)

> Increased productivity by X%, sales, efficiency, etc
> Decreased expenses, tumaround time by implementing new processes, etc

= Met budget, deadlines, objectives, etc

> Introducedidea, concept, plan, etc

> Created Developed program, mitiative, group, etc

> Speartheaded, Led, Organized, x-v-z, #tc

> Performance review results/'comments feedback

Continue above employment history format until all relevant positions are detailed. For positions over
tenyears ago and with less applicationto newjob, canwrite briefer descriptions as identified below,

Company Name, City, State Start Month, Year - Present
Job Title

Write only 1 -2 sentences about the company and a general overview of vour position.

Company Name, City, State Start Month, Year - Present
Job Title

Write only 1 -2 sentences about the company and a general overview of vour position.
EDUCATION

Advanced Degree Title, College Name, City/5tate, Year Conferred

College Degree Title, College Name, City/Sate, Year Conferred

Other Career education (certifications, ete.)

PROFTESSIONAL AFFILIATIONS OR VOLUNTEER WORK

Organization name and your role mvolvement
Drganization name and your ttle mvolverment
Organization name and yvourrole i volunt eening

- References Portfolio Work Samples available uponrequest -

Il 11620 Wilshire Boulevard, Suite 900-034 Los Angeles, CA 90025 B 877-872-3929




