[YOUR FULL NAME]
[Target Job Title — match the role you're applying for, e.g. "Environmental Data Analyst"]
	[Phone number]
[Email address]
[City, Country — full street address not usually needed]
	[LinkedIn profile link]
[Portfolio / personal website, if relevant]
[Right to work status — only if the job ad asks for it]


Professional Summary
3–4 sentences pitching who you are and what you bring. Cover:
1. Years of experience and your core area of expertise
1. Your strongest, most relevant skills or specializations for the role you're targeting
1. One or two standout achievements or the type of impact you typically deliver
1. Tailor this section to each job — mirror language from the job ad where genuine
Core Skills
A scannable list of skills relevant to the role — mix hard and soft skills, grouped if helpful. Keep it to keywords/short phrases, not sentences, e.g.:
1. [Technical skill / software / tool]
1. [Industry-specific method or process]
1. [Transferable skill, e.g. stakeholder management, project coordination]
Tip: pull keywords directly from the job description — many employers use automated screening (ATS) that scans for exact terms.
Professional Experience
List roles in reverse chronological order (most recent first). For each role include:
1. Job title — Company name, City/Country | Start date – End date
1. One line of context: company size/industry or your scope of responsibility
1. 3–5 achievement-focused bullet points using the format: Action verb + what you did + measurable result
1. Quantify wherever possible: %, $, time saved, team size, volume handled, etc.
1. Focus on outcomes and impact, not just duties ("Reduced processing time by 30%" beats "Responsible for processing")
Key Achievements (optional)
Use this section to highlight 2–4 standout wins that don't fit neatly under one role, e.g. major projects, awards, or cost/time savings. Each as one line:
1. [Achievement] — [context/company] — [quantified result], [year]
Education
List in reverse chronological order. For each entry include:
1. Degree/qualification and field of study
1. Institution name and location
1. Graduation year (grades optional — include only if strong or recent graduate)
Certifications & Training
List relevant licenses, certifications, or professional training. For each:
1. Certification name — Issuing body (Year obtained; include expiry if applicable)
Technical Proficiencies (optional)
If the role is technical, list specific software, platforms, or systems by category, e.g.:
1. Software: [tools you use daily]
1. Systems/Platforms: [e.g. ERP, CRM, cloud platforms]
1. Languages (programming or spoken, as relevant)
Professional Affiliations (optional)
Memberships in industry bodies or associations:
1. [Organization name] — [Member/role type] (Year – present)
References
Either list 2–3 referees or write "Available upon request". For each referee, include:
1. Name, job title, and company
1. Relationship to you (e.g. former manager)
1. Email address and/or phone (only with their permission)
