Sample Resume – Use fonts Times New Roman 11 or Arial 10.  No more than 2 pages
YOUR NAME
Street address, city, state, zip, phone, email address   

On this line, write a one or two sentence summary of your experience.  For example, senior executive with extensive 
marketing and general management experience in consumer industries. 
PROFESSIONAL EXPERIENCE
COMPANY 










2005 — Present
Your Title
List two or three sentences about your responsibilities.  Responsibilities include the things you are in charge of.  Accomplishments are the things you achieved and are highlighted below using bullet points.  Example: responsibilities included: leading a cross functional team, managing a line of hair care products, P&L responsibility.   
· Use bullet points to highlight your accomplishments.  General speaking, you want to limit the accomplishments to six bullet points.  When listing your accomplishments, prioritize the list by accomplishment (the most important should be on top, second next, and so on).
· An example of an accomplishment: Exceeded volume, revenue, and profit targets every year and on track to deliver a strong Fiscal 2009.

· Another example of an accomplishment: Built integrated marketing department to include business development, product development and creative functions focusing marketing efforts on consumer acquisition and conversion. 

· Another example of an accomplishment: Produced compelling, benefit-focused advertising. Copy recognized by AdWeek as monthly “Best Spot” and resulted in a 5-point national market share gain.
COMPANY  










2000 — 2005
In this company, you got promoted two times.  List each title sequentially with your most recent title on top.  Then follow the same format as above, listing your responsibilities under each title and accomplishments in that role.

Senior Director

(2004 — 2005)
List here one - two sentences about your responsibilities.  
· Use bullet points to highlight your accomplishments 
· Use bullet points to highlight your accomplishments 

· Use bullet points to highlight your accomplishments

Director

(2000 — 2004)
List here one - two sentences about your responsibilities.  

· Use bullet points to highlight your accomplishments 

· Use bullet points to highlight your accomplishments 

· Use bullet points to highlight your accomplishments

AWARDS
The Richard Smith Foundation Award for best product launch

ORGANIZATIONS

Member of the American Marketing Association


EDUCATION
MBA and BA Degree Western Michigan University, Kalamazoo, MI
INTERESTS
Skiing, Chess
