
[Your Name]
[Phone] | [Email] | [LinkedIn] | [Portfolio]
PROFESSIONAL SUMMARY
A restrained single-column resume with standard headings, live text, and no layout traps that commonly confuse parsers.
SKILLS
• Applicant tracking system safe formatting	• Keyword grouping	• Concise achievement bullets
• Single-column structure	• Conventional section labels	• DOCX-first editing
• Role-specific tools	• Process improvement	• Cross-functional communication
WORK EXPERIENCE
[Current Role Title]	[MMM YYYY] – Present
[Current Employer] | [Location]
Improved monthly reporting cadence by consolidating inputs from 5 teams into one executive-ready workflow.
Reduced handoff errors by documenting ownership, review steps, and deadline expectations.
Partnered with stakeholders to prioritize work by business value, risk, and delivery effort.
Quantified impact with volume, time, revenue, cost, quality, or risk metrics where possible.
[Additional Role]	[MMM YYYY] – [MMM YYYY]
[Employer]
Describe a measurable improvement from a prior role.
Name relevant tools in the context of work delivered.
Show a process, framework, or operating method you used responsibly.
Explain one workflow you improved and the outcome it created.
[Previous Role]	[MMM YYYY] – [MMM YYYY]
[Previous Employer] | [Location]
Add leadership, coordination, or cross-functional contribution if relevant.
Add a project example that supports the target role.
Add delivery timing, cadence, or deadline evidence where useful.
OTHER EMPLOYMENT
[Additional Role] | Employer	[MMM YYYY] – [MMM YYYY]
[Earlier Role] | Employer	[MMM YYYY] – [MMM YYYY]
EDUCATION
[Degree or Certification]	[Year]
[Institution]
[Degree or Certification]	[Year]
[Institution]
TRAINING AND CERTIFICATIONS
[Relevant Certification] | [Provider]	[MMM YYYY]
[Relevant Certification] | [Provider]	[MMM YYYY]




