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EXPERTISE  

· 3-6 bullet points to summarize your expertise relevant to the job posting. Keep general if not application specific
· Use these probing questions to create meaningful content:

· What has been your speciality in recent years?

· What are you passionate about?

· What are the core professional values you demonstrate? 

· What is your functional or technical background?

· What industries have you mostly worked within?

· How many years experience do you have in certain roles, industries, types of projects?

· What are you most proud of?
· What shouldn’t be here:
· Long list of tool names without explanations of level/amount of experience/when most recently used. Technologies are best listed in below experience accordingly
· Soft skills that aren’t specific or backed up with proof/examples. Save these for the accomplishments section below for concrete proof of your soft skills
PROFESSIONAL EXPERIENCE  *This should be the bulk of the resume with the last 5 years taking the most page space*
Company, Location, Month Year to Month Year (most recent one)

Company description including industry and size if not well known locally to where you are applying.
Position Title (Optional: include possible similar titles) 

Responsibilities:

· Max 5 bullet points explaining your responsibilities. The goal of this section is just to describe the role

· Use the below probing bullet points to create meaningful content:
· Who did you report to or what was the reporting structure? (level/role – not name)

· What was your team size?

· What tools and technologies did you use regularly? How? 
Accomplishments: 

· 5-15+ bullet points boasting about YOUR impact to the organization – not what the team did. 

· Use the below probing bullet points to create meaningful content:
· Were you the only one in your team responsible for certain tasks?

· What efficiencies did you create? (time/money saved?) 
· Did you mentor any junior staff?

· What responsibilities did you take on above and beyond your duties? 

· What made this role complex and challenging?
Etc. Company, Location, Month Year to Month Year (months not needed if experience is beyond 8+ years back)
Etc. Position Title
· Forget the 2 page rule! More information is better as you will become more searchable and a recruiter will be more likely to consider you as they can see what you have done. The last 5 years of your career should take up at least 1.5 pages. 

· Depending on your total experience, typically anything older than 10 years only needs 1-5 bullet points depending on how relevant it is. 

· Don’t delete older experience completely off your resume, especially if it is remotely relevant – You’d be underselling your total years of work experience. When in doubt, just leave the company name and your title with years. 

EDUCATION AND CERITIFICATIONS
Degree, School, Location, Graduation Year
Optional: Relevant Courses, your grade if above a 3.0 GPA
Certification/Designation A, Organization that gave it to you, Year received if current / Year-Year if expired
Certification/Designation B, Organization that gave it to you, Year received if current / Year-Year if expired

Optional: Working towards: Certification/Designation C, Year Expected

Other headers as applicable: 
PROFESSIONAL DEVELOPMENT/TRAINING, AWARDS, VOLUNTEERING, PUBLICATIONS, PERSONAL ACCOMPLISHMENTS, LANGUAGES, SECURITY CLEARANCE
