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QUALIFICATIONS 

Showcase your talents, accomplishments, and keyword areas of expertise in this section. For example: “Business Analyst 
with 15+ years of analytical skills centered in business, international business management, and analytical finance.” This 
is great for individuals who are seasoned career experts and wish to showcase their accomplishments first.  
 

SELECTED COMPETENCIES AND ACCOMPLISHMENTS 

Create a 1-2 sentence teaser statement regarding your accomplishments. For example: “Managed a team of 25 
individuals to create and replicate business operations that successfully enhanced revenue by 35% during the 2019 
fiscal year.” 

• Project management  
• Accounting/Bookkeeping 
• Billing Reconciliation  
• Scheduling of appointments  

• Enhanced customer support 
• Remote work experience  
• Report and data analysis  

 

 
EXPERIENCE  

Customer Relationship Management  
• Description of job duties and responsibilities  
• These job duties will all be related to the above category header 
• 5-7 bullets per job (2= less recent job, 5= more recent job) 
• List out accomplishment statements  
• Focus on measurable outcomes, using percentages, data, etc.  

 
Leadership and Team Management  

• Description of job duties and responsibilities  
• These job duties will all be related to the above category header 
• 5-7 bullets per job (2= less recent job, 5= more recent job) 
• List out accomplishment statements  
• Focus on measurable outcomes, using percentages, data, etc.  

 
EMPLOYMENT HISTORY  

Title at Job, Company                                                                                                   Apr. 2014 – Present  
City, State  
Title at Job, Company                                                                                                     May 2010 – April 2014 
City, State  
Title at Job, Company                                                                                                       Jan. 2000 – May 2010 
City, State  
Title at Job, Company                                                                                                         Feb. 1998- Jan. 2000 
City, State  
 

EDUCATION 

Cedar Crest College, Allentown, PA                                                                           Month and Year 
Bachelor of Science in major 
Concentration or Minor 


