Your Name
email@email.com XXX-XXX-XXXX
https://www.linkedin.com/ Sun Filled, FL XXXXX
[1-2 sentences highlighting your experience and skills.]
[PROGRAM MANAGEMENT AND OPERATIONS DIRECTOR]
[Experienced in Trusted Leadership | Program Management | Data Analysis and Presentation]

KEY RESULTS
[3-5 bullet points highlighting your top achievements that demonstrate your skills and experience. Keep them brief and quantify
your achievements if possible. For example:]

e Bullet 1- Ran a Large Organization and here’s how
e Bullet 2- Second best Leadership/Project and here’s how
e Bullet 3- Something that shows a little more depth but ties into the above bullets
e Bullet 4- Single Task where you excelled (hand-picked?)
Bullet 5- Warfare qualification and how it carries into your future field
e Bullet 6- This is a good place for your clearance to end up

AREAS OF EXPERTIESE AND LEADERSHIP QUALITIES
[5-7 bullet points highlighting your skills and areas of expertise. For example:]
Multi-Tasking | Organizational Leadership | Data Analysis | Communications & Presentation
Results Oriented | Customer Service | Outsize Goals and Results | Federal Government Experience

PROFESSIONAL EXPERIENCE
[List your work experience in reverse-chronological order, starting with your current or most recent job. For each job,
include your job title, company name, and employment dates. Write 3-5 bullet points highlighting your key
responsibilities and achievements.]

JOB TITLE AT ORGANIZITON [Dates]
e Ran a $50 million five-year cost sharing program and maintained on budget and on timeline.
e Hand Picked to run a $2 million two-year project [details].
e Singlehandedly [XXX ]

JOB TITLE AT ORGANIZITON [Dates]
o Designed a Customer Satisfaction Survey
o Developed an executive data presentation for [example here]

JOB TITLE AT ORGANIZITON (If Military, convert to what recruiter will understand) [Dates]
e Trained [insert details]
e Led [insert details]
e Improved Process [insert details]
e Received Award [insert details]

JOB TITLE AT ORGANIZITON (If Military, convert to what recruiter will understand) [Dates]
e Trained [insert details]
e Led [insert details]
e Improved Process [insert details]
e Received Award [insert details]

JOB TITLE AT ORGANIZITON (If Military, convert to what recruiter will understand) [Dates]
Trained [insert details]

Led [insert details]

Improved Process [insert details]

Received Award [insert details]



Training in Military (Combine this if your resume is big) [Locations] [Dates]

EDUCATION
[List your educational qualifications, including your degree, major, university name, and graduation date.]
Postgraduate School [Location]
Executive Master of Business Administration; Defense [Dates]
Undergrad School [Location]
Bachelor of Science, Computer Science [Dates]
Any additional Training / Certifications [Dates]

[Include any relevant certifications or licenses that you hold, along with the date of certification.]

Leadership Training:
[Lean 6 Sigma Green Belt Class Date, and Department Head Leadership Course Date]

ADDITIONAL INFORMATION

e Professional: [Joint Professional Military Education Level 1, etc.]
e Community: [HOA Board, etc.]
e Volunteer Work: [Any]



