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Job Title │ Role Characteristic │ Job Title or Industry 
 

An experienced [Job Title] with the proven ability to [support, execute key aspect of the role].  A [describe key transferable 
skills and relationship to a pain point or job description responsibility]. Approach to work is [transferable skills i.e. 
collaborative, cooperative and thorough]. [Specific responsibilities] are completed with focus and emphasis on [list two or 
three transferable skills].  
 
Combines [ TRANSFERABLE SKILL ] with [ HARD SKILL ] resulting in [ HARD METRIC ] while [ MAINTAINING, DEVELOPING 
SOFT SKILL ]. Contributions impact [ PAIN POINT RESULT ] positively by aligning experience in [ HARD SKILL PAIN POINT ] 
with ability to [ TRANSFERABLE SKILL PAIN POINT ]. 

 
 

ESSENTIAL SKILLS AND ACHIEVEMENTS 
 
•   Adaptable and Flexible. Describe your specific traits as related to being adaptable and flexible. Write about HOW you 

relate to people, circumstances and environments. Include examples of WHAT you do to adjust and respond to  
business and relational needs. [Launched, created, achieved significant result(s) or hard metric associated with being 
adaptable and flexible]. 

 
 Stellar Communicator. Anticipates the needs of [i.e. stakeholders, cross-functional teams, vendors and customers].  

Describe HOW you adapt messages to differing audiences. WHAT is your communication and negotiation style and 
HOW does it create results. [Launched, created, achieved significant result(s) or hard metric associated with 
communication and negotiation skills].  
 

 Problem-Solving and Support. Describe HOW you interact with people and the skills / technique you have for 
addressing a variety issues, ideas,  and perceptions. Solves difficult or complex problems with [relationship / people 
oriented transferable skill(s)]. Created [measurable result(s) while through [problem-solving or negotiation hard skill(s) 
and expertise]. 

 
 Teamwork and Collaboration. WHAT does teamwork and collaboration look like when you’re participating / 

faciliatating [meetings, conversations, projects]. HOW do you encourage personal and group excellence. Give an 
example of a measurable result. Especially talented in [teamwork and/or collaboration example]. Results include 
[example of accomplishment accomplished by team effort or collaboration].  

 
PROFESSIONAL EXPERIENCE 

 
COMPANY NAME                                 
Job Title                                MO/YEAR to present 
Statements related to specific tasks and responsibilities. This is a short paragraph intended to list tasks and aspects of the 
job description for this title. Use concise statements that can be easily related to the position to which you are applying. 
Include variety and, as appropriate, use keywords related to your future position. This is a key section for keyword 
optimization. Ensure you are aligning your language and terminology to the job description. 

 Accomplishment (measurable result) 
 Accomplishment (team or relationship) 
 Accomplishment (long-term implication or improvement) 
 Accomplishment (added skills) 

 
 
 



COMPANY NAME                                    
Job Title                                        MO/YEAR to MO/YEAR 
Statements related to specific tasks and responsibilities. This is a short paragraph intended to list tasks and aspects of the 
job description for this title. Use concise statements that can be easily related to the position to which you are applying. 
Include variety and, as appropriate, use keywords related to your future position. This is a key section for keyword 
optimization. Ensure you are aligning your language and terminology to the job description. 

 Accomplishment (measurable result) 
 Accomplishment (team or relationship) 
 Accomplishment (long-term implication or improvement) 
 Accomplishment (added skills) 

 
 
COMPANY NAME                                    
Job Title                                        MO/YEAR to MO/YEAR 
Statements related to specific tasks and responsibilities. This is a short paragraph intended to list tasks and aspects of the 
job description for this title. Use concise statements that can be easily related to the position to which you are applying. 
Include variety and, as appropriate, use keywords related to your future position. This is a key section for keyword 
optimization. Ensure you are aligning your language and terminology to the job description. 

 Accomplishment (measurable result) 
 Accomplishment (team or relationship) 
 Accomplishment (long-term implication or improvement) 
 Accomplishment (added skills) 

 
 

COMPANY NAME                                    
Job Title                                        MO/YEAR to MO/YEAR 
Statements related to specific tasks and responsibilities. This is a short paragraph intended to list tasks and aspects of the 
job description for this title. Use concise statements that can be easily related to the position to which you are applying. 
Include variety and, as appropriate, use keywords related to your future position. This is a key section for keyword 
optimization. Ensure you are aligning your language and terminology to the job description. 

 Accomplishment (measurable result) 
 Accomplishment (team or relationship) 
 Accomplishment (long-term implication or improvement) 
 Accomplishment (added skills) 

 
EARLIER WORK EXPERIENCE 
Company Name – Role(s) and/or Job Title(s) held  
Company Name – Role(s) and/or Job Title(s) held 
 
 
EDUCATION AND CONTINUOUS LEARNING 
College or University Name – Degree or Area of Study and role-specific related coursework if applicable. 

 
Online Courses and Certifications 

 Course name and purpose/skills gained 
 Course name and purpose/skills gained 
 Course name and purpose/skills gained 


