[FULL NAME]
[email address]  |  [phone number]  |  [LinkedIn or portfolio URL]  |  [City, State ZIP]
SUMMARY
[Three to five sentences. Open with your field and current role. State the scope you handle - team size, number of systems, budget, or people served. Name one or two prior roles that back it up. Close with the position or series you are targeting. Mirror the wording used in the job announcement.]
EDUCATION
[School Name] | [City, State]
[Degree, Major] | GPA: [X.X/4.0] | [Month Year graduated or expected]
Honors: [Awards, Dean's List, scholarships - delete this line if not applicable]
Relevant Coursework: [2-4 courses that match the announcement - delete if not applicable]
Certifications
[Certification Name], [Issuing Body] ([Year])
[Certification Name], [Issuing Body] ([Year])
WORK EXPERIENCE
[Employer Name] | [City, State or City, Country]
[Job Title] | [Mon YYYY] - [Mon YYYY or Present] | Hours/week: [XX] | Salary: [$XX,XXX/year or $XX.XX/hour]
· [Accomplishment. Start with a past-tense verb - or present tense if this is your current job. Say what you did, at what scale, and what changed because of it. Use a number wherever you honestly can.]
· [Accomplishment. Federal reviewers read for the specific duties listed in the announcement, so use the announcement's own nouns and verbs where they truthfully describe your work.]
· [Accomplishment. Show scope: how many people, systems, dollars, or sites were involved.]
· [Accomplishment. Add or delete bullets as needed - 3 to 6 per role is a reasonable range.]
[Employer Name] | [City, State]
[Job Title] | [Mon YYYY] - [Mon YYYY] | Hours/week: [XX] | Salary: [$XX,XXX/year or $XX.XX/hour]
· [Accomplishment.]
· [Accomplishment.]
· [Accomplishment.]
[Employer Name] | [City, State]
[Job Title] | [Mon YYYY] - [Mon YYYY] | Hours/week: [XX] | Salary: [$XX,XXX/year or $XX.XX/hour]
· [Accomplishment.]
· [Accomplishment.]
· [Accomplishment.]
SKILLS
Technical: [Tools, platforms, languages, and systems you can actually use. Comma separated.]
Professional: [Transferable skills - troubleshooting, documentation, training, project coordination.]
Methodologies: [Frameworks and processes - SDLC, Agile, ITIL, etc. Delete this line if not applicable.]
Languages: [Language (proficiency level). Delete this line if not applicable.]
