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SUMMARY										 

NB: The Summary section is completely optional. Your resume is already a summary of your 

accomplishments and you usually should not re-summarize it in paragraph form. However, if you are 

changing careers (i.e. you have skills for the job which are not expressed below) or you have valuable 

experience that doesn't fit in your experience section below, it can be useful to include one. If you include 

one, keep it to 3-6 lines long (6 lines max) + use keywords from the job description. Example: "Project 

Manager with six years of experience leading development and design of large-scale enterprise products. Led 

teams of 6 developers and rolled out X and Y projects; that resulted in an additional $1 million of sales." 

SKILLS											
· add
· Keyword
· From Job description
· Add
· Keyword
· Using targeted resume
· Keyword
· Keyword
· Keyword






EXPERIENCE										 


Company, New York, NY 						Jun 2018 — Present

Product Manager 

· Led the transition to a paperless practice by implementing an electronic booking system and a faster, safer and 

· more accurate business system; reduced cost of labor by 30% and office overhead by 10% 

· Designed training and peer-mentoring programs for the incoming class of 25 analysts in 2017; reduced onboarding time for new hires by 50% 
· Bullet points should be in format [Action Verb] [Accomplishment] [Metric] 
· Notes: Your most recent experience should have the most detail; avoid using more than 6 bullet points per experience; if you have accomplished a lot at one company and have more than 6 bullets, split them up into job titles at the same company. 

Second Company, New York, NY						 Jan 2015 -May 2018

Creative Director 

· Designed, executed, and optimized digital marketing campaign on Google AdWords; led to 20% increase in ROI 

· Bullet points should be in format [Action Verb] [Accomplishment] [Metric] 

Third Company, San Diego, CA 						Jun 2010 - Dec 2014				                
Product Manager (Nov 2011 — Dec 2014)


· Notes: If you have accomplished a lot at one company and have more than 6 bullets, split them up into two 
different job titles at the same company, like in this example 
· Recruiters love growth at companies — if you can show a development in job titles (e.g. Junior Analyst -> Senior 
Analyst), that will work in your favor 
· Promoted within 18 months due to strong performance and organizational impact (one year ahead of schedule) 
· Bullet points should be in format [Action Verb] [Accomplishment] [Metric] 

Junior Product Manager (May 2010 — Oct 2011) 

· Designed, executed, and optimized digital marketing campaign on Google AdWords; led to 20% increase in ROI 

· Bullet points should be in format [Action Verb] [Accomplishment] [Metric] 

EDUCATION										

University, San Francisco, CA       					 May 2010 


Master of Business Administration Candidate; Major in Business Analytics 
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