[Your Full Name]
[City, State]  |  [Phone number]  |  [Email address]  |  [LinkedIn or GitHub link]
Note (delete before sending): replace every [bracketed] text with your own details. Keep it to one page and plain text. Do not add photos, tables or text boxes. Send as Word or PDF.
CAREER OBJECTIVE
[Two lines: your years of experience, your field and the next role you want.]
WORK EXPERIENCE
[Job title], [Company name], [City]	[Start - End dates]
1. [What you did, starting with an action word, and who or what it helped]
1. [A result with a number: time saved, sales, accuracy, customers served]
[Job title], [Company name], [City]	[Start - End dates]
1. [What you did and the result]
TECHNICAL SKILLS
Subject or technical skills: [the main skills of your course]
Software and tools: [e.g., MS Office, Excel, Tally, Canva, your course software]
Languages: [e.g., Hindi, English]
Soft skills: [e.g., teamwork, communication, time management, only if true]
EDUCATION
[Degree: Degree and course, for example B.Com, BCA, B.Sc, B.Tech or MBA]	[Year of passing]
[College name], [University], [City]
CGPA / Percentage: [x.xx / xx%]
Class XII: [Board], [Percentage], [Year]   |   Class X: [Board], [Percentage], [Year]
CERTIFICATIONS
1. [Course name] - [Platform / Institute], [Year]
1. [Course name] - [Platform / Institute], [Year]
