John Smith
999 Main Street, Chicago, Illinois 67777
Home Phone: (555) 666 - 4444 | email@email.com
A results-driven, dedicated professional with solid experience in the [insert industry]
Summary of Qualifications
· Over [2] years of experience working as [insert job titles]
· Extensive experience performing [insert major job strengths]
· Solid knowledge of [insert general knowledge related to job target]
· Possess certification/bachelors degree [insert education, certifications or key training]
· Well-organized, self-motivated individual with ability to rapidly learn new tasks.

· Track record for consistently meeting goals and delivering a high level of job performance.

· Proven ability to build strong customer/client relationships.
Professional Experience

AAA Company, Chicago, IL
Job Title
2001 – Present

· Use action verb to include statements of responsibility.
· Common action verbs to start statements include: led, managed, oversaw, developed, designed, created, coordinated, negotiated, served, analyzed, performed, supervised, conducted, introduced, implemented, started, sold, integrated, automated, built, installed, refined, deployed.
· Tip: try to include sample statements in the format below.  If possible explain your task and the resulting achievement. Also try to quantify results if possible. Example statements below:

· Managed sales team that achieved annual sales of over $5 million ranking 1st among all sales teams company wide.

· Designed new software that enabled accounting department to reduce payroll processing time by 4 hours per week, cutting overall costs by an estimated $2 million annually.

Education
Bachelor of Science in [insert degree], [insert name of college], Chicago, Illinois, 2000

[insert additional info such as GPA, clubs, scholarships, awards]
Microsoft Certified Systems Engineer (MCSE), AAA Technical School [add certification]






