YOUR NAME

Address (Optional)
City, State Zip(Optional)
Phone(Optional)
first.last.2011@anderson.ucla.edu(An e-mail address is the bare minimum)
SUMMARY
Describe the sum of your qualifications and experience in no more than 3-4 lines. Everything you write should be clearly substantiated in the body of the resume. Things to include are length and breadth of experience (number of years is optional), skill strengths, areas of expertise, functional specialties, knowledge areas. You may include personal traits, but avoid clichés.
PROFESSIONAL EXPERIENCE

COMPANY/ORGANIZATION 1
Location(s) of Office
Title A
Dates of Employment (months are optional)
· Managed a staff of……………… more………and executed the 2-month project……… more……………… more………resulting in new projects from clients worth over $MM ……… 

· Re-negotiated contracts with vendors worth over $MM ………………more…………. more……. which led to……… ……….. more
· Developed new marketing strategy and implemented………… more ……… increasing market share by XX%...

· Other great things you have done……………… more……………… more……………… 


Title B
Dates of Employment (months are optional)
· Established new processes ………………more……………… more……… reducing downtime by XX% more……………… more……………… more………………

· Led a team of ….. in designing and executing….………………more……………… more……………… more……………… 

· Identified… more……and presented solutions to client’s senior management………… more………….. resulting in additional engagements worth $XXX,000 over 6 months….
COMPANY/ORGANIZATION 2
Location(s) of Office
Title
Dates of Employment (months are optional)
· Researched and developed… more……………… more………………

· Collaborated with……………… more……………… more……………… more……………… more………… 

· Created … more……………… more………………
COMPANY/ORGANIZATION 3
Location(s) of Office
Title
Dates of Employment (months are optional)
· Researched and developed… more……………… more………………

· Collaborated with……………… more……………… more……………… more……………… more………… 

· Created … more……………… more………………

EDUCATION

UCLA ANDERSON SCHOOL OF MANAGEMENT
Los Angeles, CA
M.B.A., Emphasis/Concentration
June 2009

· Relevant coursework, honors, memberships listed in bullet points
UNDERGRADUATE UNIVERSITY
Location 
B.A. (or equivalent), Major/Minor
GraduationDate
· Relevant information about your undergraduate education - honors, leadership, memberships, etc.

PROFESSIONAL AFFILIATIONS(Optional and may be included in your additional section.)
· Active member of…

· Board member of ..
ADDITIONAL(Optional. Could also be named Community activities if that reflects the content better)
· Fluent in …

· Volunteering… Memberships… Other unique interests… 

· Other interesting things about you that are relevant to the job you are targeting. 
