RESUME

Transform your resume from blending in to standing out
in today’s competitive job market



STEP 1:

Opt for a reverse-chronological format, starting with your most recent
experience. Use a clean and professional layout with clear section headers.
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STEP 2:

Include your name, phone number, email address, and LinkedIn profile (if
applicable). Ensure your email address is professional (e.g.,
firstname.lasthame@email.com).

JULIANA SILVA

Project Manager

ABOUT ME

. +123-456-7890 Dedicated and results-driven Project Manager with a proven track record
of successfu |.}, eading and managing projects from initiation to
® julianaeexample.com completion. Seeking to leverage strong organizational and
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STEP 3:

Write a concise summary highlighting your key skills, experience, and career
goals. Tailor this section to the specific job you're applying for.

JULIANA SILVA

Project Manager

ABOUT ME

¢, +123-456-7890 Dedicated and results-driven Project Manager with a proven track record
ot successtu |y eading and managing projects from initiation to
= julianaeexample.com completion. Seeking to leverage strong organizational and

communication skills to contribute to the success of ABC Company.
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WORK EXPERIENCE
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Bachelor of Science in
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STEP 4:

Be strategic with your work
experience.

List your work experience in reverse-chronological order.

Use action verbs to describe your accomplishments (e.g., "Led a team of 10
emplyees,” "Developed project plans,” etc.).

Focus on relevant experience that aligns with the job you're applying for.

WORK EXPERIENCE

EDUCATION

Bachelor of Science in
Project Management

XYZ University
2006-2010

CERTIFICATIONS

Project Management
Professional (PMP)

Project Management Institute

SKILLS

Project management
methodologies, tools, and
techniques

Communication and
leadership skills

O Jan 2020- Present

Company Name | 123 Anywhere St., Any City

Project Manager

led and managed multiple projects from initiation to completion, ensuring they
were completed on time, within budget, and met quality standards.

Developed project plans, schedules, budgets, and resource allocation plans in
collaboration with eross-functional teams.

Coordinated project activities, tasks, and resources, and monitored project
progress and performance metrics.

Identified project risks and developed mitigation strategies te minimize potential
impacts.

Communicated project status, issues, and decisions to preject teams and
stakeholders.

Conducted project meetings, including kickoff meetings, status meetings, and post-
project reviews.

O Sep 2010 - Jan 2020
Company Name | 123 Anywhere St., Any City

Project Manager

Managed project documentation, including project plans, reports, and change
requests.

Ensured adherence to project management best practices, standards, and
methodologies.

Collaborated with cross-functional teams and stakeholders to achieve project
objectives.

Assisted Project Managers in planning, executing, and monitoring project activities.
Coordinated project meetings, |nc|udmg scheduhng, ugendu preparation, and
maating minutes.
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STEP S:

Include your education and any

certifications.

Include your degree(s), major(s), university name, and years attended.

Add any relevant coursework, honors, or academic achievements.

Anvwhere St Any

City

EDUCATION 5

Bachelor of Science in
Project Management

XYZ University
2006-2010

CERTIFICATIONS

Project Management
Professional (PMP)

Project Management Institute

SKILLS

Project management
methodologies, tools, and
techniques

Communication and
leadership skills

Time mqnagement and
organizational skills

PI'O'I:iCiEI'ICY in project

WORK EXPERIENCE

Jan 2020- Present
Company Name | 123 Anywhere St., Any City

Project Manager

Led and managed multiple projects from initiation to completion, ensuring they
were completed on time, within budget, and met quality standards.

Developed project plans, schedules, budgets, and resource allocation plans in
collaboration with cross-functional teams.

Coordinated project activities, tasks, and resources, and monitored project
progress and performance metrics.

Identified project risks and developed mitigation strategies to minimize potential
impacts.

Communicated project status, issues, and decisions to project teams and
stakeholders.

Conducted project meetings, including kickolf meetings, status meetings, and post-
project reviews.

Sep 2010 - Jan 2020
Company Name | 123 Anywhere St., Any City

Project Manager

Managed project decumentation, including project plans, repeorts, and change
requests.

Ensured adherence to project management best practices, standards, and
methodelogies.

Collaborated with cross-functional teams and stakeholders to achieve project
objectives.

Assisted F'ro_ject Managars in pl\':lnnmgr executing, and monitoring project activities.

Coordinated project meetings, inc|uding scheduling, agendu preparation, and
meeting minutes.

Mﬂnﬂgad project documantaticn, inc|ud|ng organizing fi|es, tracking changas, and
ensuring version contral.

Communicated project updates and deadlines to team members and stakeholders.

Conducted research and unuh.rsls to support project plunnmg and decisncn—mukmg.
Provided administrative support, such as preparing reports, presentations, and
correspondence.

Collaborated with cross-functional teams to ensure project milestones were met.
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STEP 6:
Create a Skills section.

Create a dedicated section for your skills, including both hard and soft skills.

Highlight skills that are relevant to the job description.

WORK EXPERIENCE

EDUCATION © Jan 2020- Present
Company Name | 123 Anywhere St., Any City

Bachelor of Science in

Project M
Project Management roject Manager

« Led and managed multiple projects from initiation to completion, ensuring they
= . were completed on time, within budget, and met quality standards.
XYZ University el v i : :
« Developed project plans, schedules, budgets, and resource allocation plans in
2006-2010 collaboration with cress-functional teams.
« Coordinated project activities, tasks, and resources, and monitored project

progress and performance metrics.
CE RTI F|CATIONS « Identified project risks and developed mitigation strategies to minimize potential

impacts.
« Communicate project status, issues, an ecisions to project teams an
Proiect M t c d d d d
rojec anagemen stakeholders.
PrOfBSSionﬂl (PMP} + Conducted project meetings, including kickoH meetings, status meetings, and post-

project reviews.

Project Management Institute
Q@ Sep 2010 - Jan 2020
Company Name | 123 Anywhere St., Any City

SKILLS Project Manager

+ Managed project documentation, including project plans, reports, and change

Project management requests.

methodologies tO'OlS ﬂnd « Ensured adherence to project management best practices, standards, and

4 4 methodelogies.

teChniqUGS + Collaborated with cross-functional teams and stakeholders to achieve project
objectives.

o Assisted F'ro_ject Managers in pl\':lnmngr executing, and monitoring project activities.

COl’TImUﬂICCltIOn Cl.nd « Coordinated project meetings, |nc|uding scheduling_ ugendu preparation, and
|ec1dersh|p SI(I”S meeting minutes.
® anage roject documentation, including erganizing files, tracking changes, an
Managed project d luding org g fil king chang d
Time manaaement and ensuring version control.
9 + Communicated project updates and deadlines to team members and stakeholders.

Organithionﬂ.l Skills » Conducted research and analysis to support project planning and decision-making.

+ Provided administrative support, such as preparing reports, presentations, and

Proficiency in project Softespondence
L s + Collaborated with cross-functional teams to ensure project milestones were met.
I'nClnCl.gelTlent SOftWQre » Contributed to process improvement initiatives to streamline project workflows and

and tools increase efficiency.




STEP 7:

Start by looking closely at the job description— what specific skills and
qualifications do you need in order or be a good candidate for this role?

For instance, if you're applying for a Project Manager position, mirror the
language used in the job description when detailing your project
management experience in your resume.

Project Manager

Location: Minneapolis, Minnesota

JULIANA SILVA

Project Manager

Company: ABC Compary

About the Role:

We are seaking a highly organized and motivated Project Manager to join our teéam. The
Project Manager will be responsible for overseeing and managing projects from initiation to
completion, ensuring they are completed on time, within budget, and meet quality
standards. The ideal candidate will hawve excellent communication skills, strong leadership
abilities, and a proven track record of successfully managing projects in a fast-paced
environment & julancrexample.com

ABOUT ME

Q  +123-456-7870

123 Aywhare St, Any City,

Responsibilities: 9@ srizis

L] Lead I..".-C'.!1'.|".I:_i-‘!::!<:j-‘:'.'.'.Il'"."ill'lf atisn U0 CoMmplation, i|1¢luding planmﬁg, ) WORK EXPERlENCE
execution, monitoring, and closing phases.

s Develop project plans, schedules, budgets, and resource allocation plans. EDUCATION 0 Jan 2020- Present

» Coordinate project activities, tasks, and resources to ensure timely and successful Company Name | 123 Anywhere 5t., Any City
delivery Bacheler of Seience in Project Manager

= Identify project risks and develop mitigation strategies to minimize potential impacts. Project Management X

* Monitor project progress and performance metrics, providing regular updates to XYZ University
stakeholders 2004-2010

= Communicate project status, issues, and decisions to project teams and stakeholders.

» Conduct project meetings, including kickoff meeatings, status meetings, and CERTIFICATIONS

POSL-Propect revienss.
+ Manage project documentation, including project plans, reports, and change Project Management
requests. Professional (PMP)
= Ensure adherence to project management best practices, standards, and
methodologies.

Project Management Institute

; G
o Collaborate with cross-functional teams and stakeholders to achieve project Company Name | 123 Anywhere St., Any City
objectives SKILLS Project Manager
Qualifications Project management
+ Bachelors degree in project managemaent, business administration, or related field (or methodologies, tools, and
equivalent experience) techniques
+ Project Management Professional (PMP) certification is preferred.
= Proven experience as a Project Manager, managing multiple projects simultaneoushy. Commun.ucahf:m and
* Strong knowledge of project management methodologies, tools, and techniques. leadership skills
.

Excellent organizational, leadership, and communication skills.

Time management and



Additional Tips:

—_ S

If you have a portfolio, include a section showcasing relevant
projects or link to your portfolio.

Highlight any awards, recognitions, or professional achievements

that showcase your capabilities.

Keep your resume concise, ideally limited to one page (two
pages if you have extensive experience).

Use bullet points for readability and avoid large blocks of text.

Proofread your resume carefully to eliminate any typos or
grammatical errors. Ask a friend or mentor to review your resume
for feedback and suggestions.



