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PROFESSIONAL PROFILE

Note. This is 8 couple of sentences st the beginning of a resume thst highlights a job seeker’s professional skills and
experience. It gives hiring managers a gmpse into the job seeker's expertise before diving into their resume.

See example below.

Professional marketer manager with 5+ years of experience in digital marketing. Social media marketing experience, including
Faocabook, Gocgle. and LinkedIn adverfising. Experience in mansging an account with a monthly budget of $30,000.

WORK EXPERIENCE

Note. Lead esch bullet point with strong acion verbs. This will heip employers batter understend your |mpa|:=t and make your
experiences stand out. In general, you want to have the most detail for your most recent job and can give a less detsiled
description of older jobs. Finally, Mske every entry concise. List and measure your impact in 2 way that employers can quickly
undarstand by removing extra words.

See examples below.

Job Title, Company, Location January 1, 2020-Present
Separsting, |sheling and verifying count of incoming deliverias, contributing to & 15% decrease in counting errors
Cresting dynamic inventory system that ensured product levels supported demand without overstocking

Responsible for construction of sturdy, balanced pallet loads for shipping

Developing backup fraining on computerized inventory system resulting in 25% decrease in onboarding time

Job Title, Company, Location January 1, 2019-December 31, 2020
¢  Performed 25 store audits in compEance with safety and sandaton regulatons to ensure the quickeat and mest
effective modes of service
o  Developed trainin g program for 400 employess in compliance with company and govemment requirements, reducing
tramning time by 10%

s  Performed review of scheduling for three departments and reduced labor needs by 5%
JOB SKILLS
The moest important job sidlls to put on a resume inciude:

Communication skills ~ Computer skilis

Peogle skills Leadership skdlis
Crganizational skills Time mansgement skills
Collsboration skills Problem-soiving skills

ACHIEVEMENTS
See examples below.

Revenue or sales you increased for the company

Industry swards you won (i.e.. Best Digitsl Marketing Campaign Award)

Time you saved for the company

Prablams you identified in the company snd solved

Frocedures or systems you developed, implemented, or gptmized in the company
Specisl projects you worked on in the compsny

EDUCATION

University Name. Locstion
Degree / Major, Date of Degree
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