Name, Degree or Certificate Acronym
Phone Number • Email • LinkedIn or other prevalent website
City, State / Country

2

	
Jonathan Keenan
	
Page 2





	FIRST NAME LAST NAME
	PAGE 3



	Professional Summary	Comment by Jonathan Keenan: A narrative piece that describes your overall experience. Indicate your primary skill or focus and the number of years you’ve practiced it. 

Since you are applying to the job, an objective statement “Seeking job in…” is not needed. 

	[bookmark: _Hlk533231553]


	Skills	Comment by Jonathan Keenan: Keep these as lists and use commas between each example. 

Unless the position specifically asks for Microsoft Office or Google Suite, don’t worry about including (and remove if space is needed) as these are considered standard expectations

	
· Core Qualifications:  
· Technical Skills: 
· Languages: 

	Professional Experience

	
Business / Organization
Position Title
	
City, State/Country
 Start Date-Present

	·  	Comment by Jonathan Keenan: Structure your bullets using: 

Action verb + Target Audience + Context + End Result 

	
Business / Organization
Position Title
	
City, State/Country
 Start Date-Present

	·   

	
Business / Organization
Position Title
	
City, State/Country
 Start Date-Present

	· 

	[bookmark: _Hlk152704526]Position 2 / Secondary Activity at different location
	Start Date-Present

	· Use this initial position as a foundation for the one above
·  


	
Business / Organization
Position Title
	
City, State/Country
 Start Date-Present

	·   
·  


	
Business / Organization
Position Title
	
City, State/Country
 Start Date-Present

	·   
·  


	
Business / Organization
Position Title
	
City, State/Country
 Start Date-Present

	·   
·  


	[bookmark: _Hlk535493485]
Business / Organization
Position Title
	
City, State/Country
 Start Date-Present

	·   
·  


	Education

	Most Recent School First
Degree & Subject
	City, State/ Country
Start Date-Present / End Date

	· Minors
· Thesis, publication, capstone, or major project that is relevant
· Presentations (Location; Date)
· Leadership roles or activities
· Notable Scholarship(s)

	Additional School
Degree or Certificate Program
	City, State/ Country
Start Date-Present / End Date

	· Minors
· Thesis, publication, capstone, or major project that is relevant
· Presentations (Location; Date)
· Leadership roles or activities
· Scholarship(s)

	Professional Development / Certificates / Trainings	Comment by Jonathan Keenan: Choose the title that fits best for you	Comment by Jonathan Keenan: List them out as:
Title of Activity – Presenting Organization

Ie. Project Management Plan Certification - Project Management Institute

	
· 
	
Month Year

	Other Development / Certificates / Trainings	Comment by Jonathan Keenan: Choose the title that fits best for you

	·  
	
Month Year

	Awards / Recognitions / Publications	Comment by Jonathan Keenan: Choose the title that fits best for you

	·  
	
Month Year

	Volunteer 

	
Organization or Community Group
Title
	
City, State/ Country
Start Date-Present / End Date

	· 
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