
FURTHER GUIDANCE 

 

Here's how you can explain each bullet point of your resume: 

 

KEY ACHIEVEMENTS: In this section, you have highlighted your top achievements that demonstrate 

your skills and experience. These achievements should be quantifiable, so others can understand your 

impact and results. For example, you have mentioned that you led a $50 million program to enhance 

warfighter capabilities, managed over $400 million in jet aircraft, and planned and executed the logistics of 

moving over $600 million in assets. These bullet points showcase your leadership, project management, 

and operational skills. 

 

AREAS OF EXPERTISE: This section lists your key skills and areas of expertise, which help recruiters 

and hiring managers quickly assess your abilities. You have highlighted skills such as program 

management, operations management, data analysis and presentation, customer service, and federal 

government experience. These skills demonstrate your ability to manage complex projects, analyze data, 

and work effectively with diverse stakeholders. 

 

PROFESSIONAL EXPERIENCE: In this section, you have listed your work experience in reverse-

chronological order, starting with your current or most recent job. For each job, you have included your job 

title, company name, and employment dates, and written 3-5 bullet points highlighting your key 

responsibilities and achievements. These bullet points describe your roles and responsibilities, along with 

the impact you made in each position. For example, you have mentioned that you ran a $50 million five-

year cost-sharing program, trained over 200 new Naval Flight Officers, and ran operations for Maxfield 

Airfield at McGuire-Dix-Lakehurst. 

 

EDUCATION: In this section, you can list your educational qualifications, including your degree, major, 

university name, and graduation date. 

 

CERTIFICATIONS: This section is optional but can be useful if you hold any relevant certifications or 

licenses that demonstrate your expertise. You have mentioned that you have an active Top Secret, Sensitive 

Compartmentalized Information Clearance. 

 
 

Sample Bullets by career: 

 

Program Manager: 

 

• Oversees multiple projects within a program and ensures they align with overall program goals. 

• Develops and manages program budgets, schedules, and resources. 

• Facilitates communication between program stakeholders and project teams. 

• Identifies and manages risks and issues that impact the program. 

• Ensures program outcomes meet stakeholder expectations. 

 

 

Capture Manager: 

 

• Identifies and pursues new business opportunities. 

• Develops capture plans and strategies to win new contracts. 



• Manages the capture process from opportunity identification through proposal submission. 

• Coordinates with internal teams to develop winning proposals. 

• Builds and maintains relationships with key stakeholders. 

 

 

Project Manager: 

 

• Manages the execution of a single project from initiation to closure. 

• Develops project plans and schedules. 

• Manages project resources, including personnel, budget, and materials. 

• Monitors project progress and manages risks and issues. 

• Ensures project outcomes meet stakeholder expectations. 

 

 

Business Development: 

 

• Identifies new business opportunities and markets. 

• Conducts market research to assess market trends and competitor activities. 

• Develops and implements strategies to promote the company's products and services. 

• Builds and maintains relationships with clients and partners. 

• Negotiates and closes new business deals. 

 

 

Finance: 

 

• Developed and implemented financial models to forecast revenue and expenses, reducing errors by 20% 

and increasing accuracy by 15% 

• Conducted financial analysis and presented findings to management, resulting in a 10% reduction in 

operating expenses 

• Managed a portfolio of 50+ clients and increased assets under management by 25% within 12 months 

through strategic investment recommendations and personalized service 

• Led a team of 5 analysts to complete due diligence and valuations on potential acquisition targets, resulting 

in the successful acquisition of 3 companies 

• Implemented new accounting procedures and controls, resulting in improved accuracy and reduced 

processing time by 30% 

 

 

Marketing: 

 

• Created and executed successful marketing campaigns across various channels, including social media, 

email, and print, resulting in a 25% increase in customer engagement 

• Conducted market research and competitive analysis to inform marketing strategy, resulting in the 

successful launch of a new product line 

• Developed and maintained relationships with key influencers and industry thought leaders, resulting in 

increased brand awareness and partnerships 

• Managed and executed large-scale events and tradeshows, resulting in increased leads and sales 



• Created and executed email marketing campaigns with a 20% open rate and 10% conversion rate, resulting 

in increased revenue 

 

 

Information Technology: 

 

• Led cross-functional teams to design, develop, and implement software solutions that improved efficiency 

and productivity by 30% 

• Conducted system audits and identified vulnerabilities, resulting in the implementation of security controls 

that improved overall system security by 25% 

• Managed and maintained a portfolio of 50+ clients, providing exceptional technical support and 

troubleshooting, resulting in a 90% customer satisfaction rating 

• Implemented new technology solutions, resulting in improved user experience and increased efficiency, 

reducing processing time by 40% 

• Led the development and implementation of a disaster recovery plan, ensuring business continuity in the 

event of an outage or disaster 

 

 

Healthcare: 

 

• Conducted patient assessments and developed care plans, resulting in improved patient outcomes and 

increased patient satisfaction scores 

• Managed and supervised a team of healthcare professionals, ensuring quality patient care and compliance 

with regulatory standards 

• Implemented new processes and protocols that increased efficiency and reduced wait times for patients, 

resulting in improved patient satisfaction scores 

• Developed and implemented a training program for new staff, resulting in improved competency and 

reduced turnover rates 

• Conducted research and analyzed data to identify trends and best practices, resulting in improved patient 

care and outcomes 

 


