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A

Resume Writing

Template

The present resume template has been designed in order to highlight your career in a very detailed manner so that the Hiring Manager will be extensively familiar with all major aspects of your background.  This document is often considered as a first and highly important impression and should be tailored to the position you are looking to apply for.

FIRST AND LAST NAME

[Phone Number]

[Email Address]

[City, Country of Residence]

PROFESSIONAL SUMMARY

[Career Highlights]

PROFESSIONAL EXPERIENCE

[Company Name, City, Country]

[Brief Company Description]

[Position]

[Month/Year] to [Month/Year]

Responsibilities: [Summary of Responsibilities]

Reporting to: [Title of Person Reported To]
Team Size/Direct Reports: [Total № of Reports]
Accomplishments in this role:

[Accomplishment]

[Accomplishment]

[Accomplishment]

[Company Name, City, Country]

[Brief Company Description]

[Position]

[Month/Year] to [Month/Year]

Responsibilities: [Summary of Responsibilities]

Reporting to: [Title of Person Reported To]
Team Size/Direct Reports: [Total № of Reports]
Accomplishments in this role:

[Accomplishment]

[Accomplishment]

[Accomplishment]

Reason for Leaving: [Name the reason for leaving this position]
[Company Name, City, Country]

[Brief Company Description]

[Position]

[Month/Year] to [Month/Year]

Responsibilities: [Summary of Responsibilities]

Reporting to: [Title of Person Reported To]
Team Size/Direct Reports: [Total № of Reports]
Accomplishments in this role:

[Accomplishment]

[Accomplishment]

[Accomplishment]

Reason for Leaving: [Name the reason for leaving this position]
EDUCATION

[Educational Institution, City, Country]

[Year of Graduation]

[Graduate Degree/ Specialty]
[Honors, Awards, Societies]
[Educational Institution, City, Country]

[Year of Graduation]

[Graduate Degree/ Specialty]
[Honors, Awards, Societies]
[TRAININGS AND CERTIFICATES]

[Training /Course /Certificate]

[Training /Course /Certificate]

LANGUAGES

English – [native/ fluent/ working level/ basic]
Russian – [native/ fluent/ working level/ basic]
Ukrainian – [native/ fluent/ working level/ basic]

[Other] – [native/ fluent/ working level/ basic]

PERSONAL INFORMATION

Date of Birth: [Month/Day/Year]
Marital Status: [Married/ Single, Children]

Citizenship: [Name the Country of your Citizenship]
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