Use this template to build a focused, professional resume that highlights your most recent and relevant skills, experiences, and results. Employers expect clear, concise, and tailored resumes that demonstrate impact and current expertise. Focus on demonstrating current skills, tools, and results that align with today’s workplace expectations.

Include only sections that are relevant to your experience, replace all sample text with your own information, and remove all instructional notes before submitting.
--------------------------------------------------
Important: Replace all bracketed text with information specific to your situation before sending. Brackets indicate editable content and should always be customized.
--------------------------------------------------

RESUME LENGTH GUIDELINE:
• For most candidates, your resume should be ONE PAGE  
• As you gain experience, resumes may extend to TWO PAGES if content is highly relevant and adds value  
• Prioritize your most recent and impactful experience (typically the last 10–15 years)  
• Omit less relevant or outdated information to maintain clarity and focus  

--------------------------------------------------

YOUR NAME
Optional Role Title (under your name) 
[Annotation: You may include a brief role descriptor (e.g., “Program Coordinator” or “Communications Specialist”) to clarify your focus. Use a title that reflects your skills and experience. Avoid titles that overstate your experience or do not match your background. Delete this note]
City, State ZIP ∙ (703) 555-5555 ∙ your@email.com ∙ LinkedIn URL  	Comment by Carolyn J Kleiman: note to include? it is acceptable under earlier experience to not include bullets, or dates	Comment by Rachel E. Lindsey: How’s this? You do not need to include individual, detailed accomplishment statements or dates]	Comment by Carolyn J Kleiman: perfect
[Annotation: Small details can shape first impressions. Consider using a professional email address based on your name and a current, widely recognized provider (E.g., Outlook or Gmail. If you use an older email service or an address that includes personal details such as your birth year or a nickname, creating a dedicated job-search email account may help keep the focus on your qualifications. Delete this note]

PROFESSIONAL SUMMARY  
Briefly describe your current expertise, key strengths, and value in 3–4 lines. Focus on what you can contribute now.
Example: Program and operations professional with experience leading cross-functional initiatives and improving service delivery. Skilled in data-informed decision-making, stakeholder engagement, and technology-enabled workflows. Proven ability to streamline processes and support scalable program outcomes.
Key Skills (Optional – include 6–9 of your most relevant skills): Highlight your most important skills using concise keywords or short phrases. Focus on tools, methods, and areas of expertise that align with your target role. Do not repeat your full skills section.
Example: Data Analysis · Program Management · Stakeholder Engagement · Process Improvement · Excel · CRM Systems · Reporting · Cross-Functional Collaboration · Communication
[Annotation: This section sets the narrative before your work history is reviewed. Emphasize current value and strengths rather than length of experience.]
SKILLS  
· Data & Reporting: Data tracking · Reporting · Dashboarding · Analysis  
· Program & Project Management: Workflow coordination · Process improvement · Event planning  
· Communication & Engagement: Presentations · Stakeholder communication · Relationship management    
[Annotation: Group skills into categories to improve readability and keyword matching. This section helps recruiters quickly assess your strengths.]
TECHNOLOGY  
Microsoft 365 (Excel reporting, PowerPoint) · CRM systems (Salesforce, Handshake) · LMS platforms (Canvas) · Virtual collaboration tools · AI-enabled workflows (ChatGPT, Copilot) for research, content development, and process efficiency
[Annotation: Clearly listing technology signals current skills and adaptability. This is one of the strongest ways to demonstrate relevance and counter assumptions about outdated experience.]
EXPERIENCE   [list your experience starting with the most recent and work backwards – delete this note] 
Job Title
Company/Organization Name, City, State	Month Year – Present
· Lead or support key initiatives with a clear focus on results (what improved, changed, or was produced)
· Include measurable details when possible (numbers, size, or what you improved)  
· Highlight tools, systems, and methods used  
· Emphasize collaboration, scope, and impact  
Example bullet: Led 5 cross-functional programs supporting 2,000+ participants annually, improving engagement and completion rates  
[Annotation: Strong bullets show action + context + result. Quantification helps demonstrate scale and effectiveness.]
Job Title
Company/Organization Name, City, State	Month Year – Present
· Begin each bullet with a strong action verb  
· Focus on outcomes and contributions, not just tasks  
· Include relevant tools and skills  
[Annotation: Maintain clarity and consistency across roles. Use fewer bullets for earlier experience.]
EARLIER EXPERIENCE  
Additional experience includes roles in administration, program coordination, and support functions across relevant settings.
Example: Additional earlier experience includes roles in administration, program coordination, and support functions across relevant settings.
[Annotation: Summarize earlier or less relevant roles to maintain credibility without overemphasizing early career experience. You do not need to include individual, detailed accomplishment statements or dates]
EDUCATION  [list education and credentials starting with most recent and work backwards – delete this note] 
Most Recent Degree, Field of Study  
Institution Name  

Additional Degree or Certification (if applicable)  
Institution Name  

[Annotation: Keep education concise. Dates may be included or removed based on relevance.]
--------------------------------------------------
FORMATTING NOTES (delete before submitting)
• Use clear section headings and consistent spacing  
• Avoid dense paragraphs—use bullet points for readability  
• Ensure formatting is clean and easy to scan  
• Emphasize recent and relevant content first  
--------------------------------------------------
FINAL CHECK (delete before submitting)
· One–two pages maximum, based on experience  
· Most relevant and recent experience emphasized  
· All instructional notes removed  
· Skills and tools reflect current practices  
· Formatting is clean and consistent  
