Your Full Name
Street, City, State Zip	Comment by Lenovo: Complete address is not required, just the area, city name would do.
personal mobile • first&lastname@gmail.com	Comment by Lenovo: Enter your personal mobile number not landline, use a email id with your first name & last name@gmail.com
linkedin.com/in/your-name-here	Comment by Lenovo: Have your LinkedIn ID & Skype is if you are applying for international jobs

Customer Centric Customer Experience Manager	Comment by Lenovo: Resume Title/ Heading – Should be one liner describing you to the recruiter	Comment by Lenovo: The chronological resume is best suited for experienced candidates.

Professional Summary	Comment by Prasath Ganiraj: Professional summary is an elaborate description of the resume title – where skill & accomplishments are highlighted. Should not exceed more than 3 lines.

Experienced customer experience manager with a proven track record of proactively making policy recommendations to ensure customer centricity & experience. Awarded for excellence at work. Seeking Customer Experience Lead position at XYZ company 

WORK EXPERIENCE

Current Company, Location
Job Title 	(MM/YYYY)-Present

· This is where you write about your experience, using keyword from the JD 	Comment by Lenovo: Use %, $, etc. to draw attention and make an impact
· Do not simply list your day-to-day job duties. 	Comment by Lenovo: Replace your day-to-day duties with measurable results and accomplishments rather than duties (roles & responsibilities) “duties tell, accomplishments sell.”
· Use [Action verb] + [brief explanation of accomplishment] resulting in [quantifiable outcome]. 	Comment by Lenovo: Create a strong measurable result.  Example: “Responded to an average of 203 customer service emails per week, improving response time by 74% and customer satisfaction by 31% between 2016 to 2017.” 

Previous Company 2, Location
Job Title 	(MM/YYYY)-(MM/YYYY)

· [bookmark: _Hlk76733862]Keep your sentences short and to the point.	Comment by Lenovo: A recruiter or hiring manager would find it easier to read or skim.
· [bookmark: _Hlk76733874]Focus on things are that most relevant to the new job.	Comment by Lenovo: Don’t mention all the details of your roles & responsibilities. Use the limited same carefully.
· [bookmark: _Hlk76733893]Tailor your resume to the job description.	Comment by Lenovo: Kindly read through the JD carefully. 

Previous Company 1, Location
Job Title 	(MM/YYYY)-(MM/YYYY)

· [bookmark: _Hlk76734068]If the job title is not relevant to the job you are applying its fine to omit job title.	Comment by Lenovo: Do not omit or hide the experience, 
· [bookmark: _Hlk76734090]It’s not necessary to have same amount of information in each job section.	Comment by Lenovo: Don’t go into every detail of your previous experiences, to fill the page. Keeping it lean is ok.
· Use more words on the transferable skills and experience. 



EDUCATION

Degree, Graduation Year (YYYY)	Comment by Lenovo: If you are an experienced applicant, you do not have to mention all your education details, unless & otherwise requested specifically by recruiters.
College Name, Location
