NAME IN HEADER ( Page 3


NAME
Street Address ( City, ST ZIP
Phone: (xxx) xxx-xxxx ( E-mail: your e-mail address

EXECUTIVE PROFILE
This is your executive summary where you will provide an action-packed paragraph that describes your high-level talents and experiences.  This is where you will “reel the reader in” by showing how you are an individual who can provide solutions and help the hiring organization grow.  The General Title, above, is effective as is the message, loud and clear, of what you are, such as CORPORATE COMMUNICATIONS EXECUTIVE, GOVERNMENT RELATIONS PROFESSIONAL, etc.

AREAS OF EXPERTISE

Area 1 ( Area 2 ( Area 3
Area 4 ( Area 5 ( Area 6 
Area 7 ( Area 8 ( Area 9

PROFESSIONAL EXPERIENCE
NAME OF COMPANY ( City, ST                                                                                                           Years worked
This is where you will provide a brief description of who the company is and what they do.  This is the ideal place to mention size (from the perspective of revenues and number of employees), geographic reach, stock listing/symbol, number of employees, etc.  You can usually find this on the “About Us” section of their website or in its stock listing on an online source.
Title, Functional Area (Years Worked )  Check the "Professional Experience" slides in the User's Guide to learn more about how to present several roles in the same organization.

· Responsibility or accomplishments should be listed here.  Keep the descriptions concise.  
· Try to add percentages or quantitative impact of your contribution.  Measurement is becoming increasingly important to senior management when justifying budget allocations.
· Demonstrate how you were a problem-solver for the organization.
· Make sure you describe how you had a “place at the table,” when developing strategy or key initiatives for the organization.
· Highlight global reach of your efforts, if appropriate – particularly if the target company is a global one.
· Make sure that you highlight leadership roles in either the organization or for cross-functional team efforts. 
Title 2, Functional Area (Years Worked)
· If you have had more than one role or title in the same company, list them separately under ONE HEADER, as done here.  Adding each title as its own job may send the impression that you’re a job-hopper if the resume is given a quick glance.
· Highlight your relationship-building skills, whether through key media contacts, government officials and legislators, and other key internal and external constituents.
· Usually, a minimum of three bullets should be used, but don’t go crazy!
· Remember, think of the overriding idea (message, essence) you want to send to the reader . . . are you a strategist of a tactician?
NAME OF COMPANY (2) ( City, ST                                                                                                     Years worked
If the company is a non-profit organization, briefly describe its mission, geographic reach, number of volunteers, dollars raised, etc.
Title
· Use “power” verbs to describe your responsibilities and contributions. 
· Have you been in the situation where you’ve had to protect, defend, and/or bolster the image and reputation of your company?  Describe it!

· Remember to highlight an initiative that was a new one for the organization and how it contributed to meeting predetermined goals or the company’s bottom line. 
· Avoid the “once I did this, and then I did that, and there was this one time . . .” syndrome.
NAME OF COMPANY (3) ( City, ST                                                                                                     Years worked
If the organization you’ve worked for is a government entity, make sure you highlight budget and staff management
Title
· Remember to demonstrate the geographic reach of your responsibilities (global, national, regional, state). 
· If your responsibilities impacted sales and revenues, make sure to highlight them.
· How have you achieved efficiencies or economies of scale in your role?  Are you an expert in communicating crisis situations to external audiences or to employees?  Have you played a role in workforce reductions or mergers with other companies?   
· Are you an effective “influencer?”  Have you reached across organizations to achieve buy-in for key initiatives?
PREVIOUS EXPERIENCE
There are two ways to provide your earlier experience to the reader.  Check these slides in the User's Guide for more information.


EDUCATION
Master of ???
Name of University
Bachelor of ??? 

Name of University

OUTSIDE ACTIVITIES 

(this could contain volunteer work, professional accreditation programs, board memberships, industry association memberships, publications, etc.) 
Note:  To me, this can be a very interesting section of a candidate’s résumé.  There have been times when I have called a candidate because of something meaningful that he/she has done outside of career parameters.  
Activity 1.  (Years involved):  Primary responsibilities and contributions
Activity 2.   If you've been taking training classes or refreshing your skills, this is the place to talk about it.






