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A recruiter glances over per CV for roughly 30 seconds to estimate if they will put you forth for interview or not. Hence consider this section like “your pitch” Begin by summarizing your skills and expertise in the required field. In the next few statements highlight similarities between the role you have applied for, with responsibilities met in your previous roles. Use examples, figures and facts to support your claims/accomplishments. End the summary on a positive note hoping to be considered for the role
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YOUR JOB TITLE (if promoted)	
Company Name | Location	Start Date – Present
· Resumes should be written in first person implied style as though you’re writing it yourself, you “managed”, “analyzed” and “collaborated”. Hence, do not use personal pronouns such as “I”, “Me” and “My.” 
· If you’re a fresh graduate/changing careers, organize your work experience under 2 sections, “Relevant Work Experience” highlighting any education /certification / internships completed & “Other Employment Experience.”
· If you have been promoted multiple times in the same company, describe the career progression by providing more details about your job position.
YOUR JOB TITLE	Start Date-End Date
· Start each sentence using action verbs (e.g., Analyzed, Improved) co-related with the skills mentioned in the job requirements to describe your current/past job responsibilities. 
· You need to write in present tense for your current role and past tense for your previous positions. A full list of action verbs is included in your download pack 
(E.g.) PROJECT MANAGER 	Jan 2017 - Dec 2019
Accenture | New York
· Avoid use of weak action verbs like “helped”, “assisted” or “worked with” as it portrays negatively towards your contribution to the job responsibilities.
· Customize each resume for every job application as generic resumes and cover letters never lead to interviews. 
· Hobbies, Interests & Activities can be included as a way of distinguishing yourself from the competition or if they are relevant to the job role. For example: Playing Football demonstrates your ability to be a team player.
· Graduates or candidates with less than 5 years of experience require a 1-page resume. 10 years plus years of experience might require two pages. Managers and above with 20 or more years of experience might need 3 pages Worked on marketing campaigns for different brands.
· Limit each position to five bullet points containing two or three lines of text with well-constructed concise information.



WORK EXPERIENCE CONTINUED



YOUR JOB TITLE	Start Date-End Date
Company Name | Location	 
· Write your most impressive relevant accomplishments at the beginning to keep the recruiter hooked to your resume. Quantify your achievements using figures such as metrics, percentages, and dollars.
· If you’re stuck, try to think of a time when you identified and resolved complex problems, received positive feedback/recognition, saved money or time, won awards, introduced a new process or idea which increased the efficiency and productivity at work.
· For Example: As a General Sales Manager, I increased my company’s revenue targets by 75% through creation of multiple advertising and marketing channels. Time bound contracts with creative agencies and large multinational corporations resulted in increased sales volume expanding the business well before the delivery timeframes of the annual strategic work plan.
YOUR JOB TITLE	Start Date-End Date
Company Name | Location
· Your resume needs to be keyword optimized, i.e., your CV should contain most keywords that are related to the desired job post. Avoid copying the job posting word to word or stuffing your resume with fluff, unnecessary buzzwords. If you’re using technical terminologies/Acronyms, provide an explanation for them. 
· Specialized trainings or certifications demonstrates your commitment to continuous professional development.
· If you have recently graduated, place your education section at the top of your resume especially if you have not had any relevant or transferable experience.
EDUCATION

NAME OF DEGREE| Location | College/University	Date/Year
NAME OF DEGREE| Location | College/University	Date/Year
SKILLS& EXPERTISE

Highlight software systems that you’re familiar with & skills that are relevant to the job.
Microsoft Office	Workday	Stress Management	Problem-solving
Python	Tableau 	 Team Player	Time Management	
PROFESSIONAL DEVELOPMENT


WORKSHOP ATTENDED|Organisation | Location	Date/Year
CERTIFICATION NAME|Company | Location	Date/Year
TRAINING COMPLETED|Professional Body | Location	Date/Year



