Job Title
Chanchal Sharma


Objective

Use this section as your “elevator pitch” — a concise explanation of why you’re the right person for the job. Emphasize top skills (including personal traits that tell employers how you approach work), specific expertise, and any notable work experiences that match what the potential job needs. Keep this section to two to three sentences. For even more resume summary writing tips, see our article How to Write the Perfect Summary Section.



Experience	January 2017 - Current
Job Title Employer
Work backward, with your current or most recent job first.
Focus on major responsibilities and work achievements rather than daily tasks.
Summarize your experience with three to five punchy bullet points for each job listing.
March 2009 - December 2016
Job Title Employer
Highlight skills and tasks that relate to the job you’re applying to.
Use action verbs that give your achievements more power (e.g., “Managed team of 15 employees” instead of “Was responsible for a team of 15 employees”).
Give your accomplishments more weight by using numbers and metrics (e.g.,   Implemented new inventory processes that cut overhead costs by 23%”).

August 2004 - March 2009
Office Manager Southridge Video
If you’re switching career fields, emphasize “transferable skills” that make sense in the new job (for instance, if you previously worked in a restaurant but did some administrative work, highlight your administrative accomplishments if you’re seeking an administrative job).
Unless you’re applying to a job that requires extensive experience, limit your work history to the last ten years of your career.
For more tips on writing the perfect work history section, visit our page Resume Work History Writing Tips.








Education
September 2000 - May 2004
Degree in Field of Study
University - Location

Skills
· For recommendations on top skills and how to use them in your resume, visit our Best Skills page.

Interests
This section is optional but can showcase the unique, intriguing, even fun side of who you are.

Contact
4567 Main Street
City, State 98052
(718) 555–0100
chanchals@example.com linkedin.com/inchanchalsharma

Office Manager
Chanchal Sharma


Objective


State your career goals and show how they align with the job description you’re targeting. Be brief and keep it from sounding generic. Be yourself.








Experience	January 2017 - Current
Office Manager The Phone Company
Summarize your key responsibilities and accomplishments. Where appropriate, use the language and words you find in the specific job description. Be concise, targeting 3-5 key areas.

March 2009 - December 2016
Office Manager Nod Publishing
Summarize your key responsibilities and accomplishments. Here again, take any opportunity to use words you find in the job description. Be brief.

August 2004 - March 2009
Office Manager Southridge Video
Summarize your key responsibilities and accomplishments. Where appropriate, use the language and words you find in the job description. Be concise, targeting 3-5 key areas.









Education
September 2000 - May 2004
A.S. H.R. Management
University of Maple

Skills
· Data analysis
· Project management
· Communication
· Organization
· Problem solving

Interests
This section is optional but can showcase the unique, intriguing, even fun side of who you are.

Contact
4567 Main Street
City, State 98052
(718) 555–0100
chanchals@example.com linkedin.com/inchanchalsharma

Office Manager
Chanchal Sharma


Objective


State your career goals and show how they align with the job description you’re targeting. Be brief and keep it from sounding generic. Be yourself.








Experience	January 2017 - Current
Office Manager The Phone Company
Summarize your key responsibilities and accomplishments. Where appropriate, use the language and words you find in the specific job description. Be concise, targeting 3-5 key areas.

March 2009 - December 2016
Office Manager Nod Publishing
Summarize your key responsibilities and accomplishments. Here again, take any opportunity to use words you find in the job description. Be brief.

August 2004 - March 2009
Office Manager Southridge Video
Summarize your key responsibilities and accomplishments. Where appropriate, use the language and words you find in the job description. Be concise, targeting 3-5 key areas.









Education
September 2000 - May 2004
A.S. H.R. Management
University of Maple

Skills
· Data analysis
· Project management
· Communication
· Organization
· Problem solving

Interests
This section is optional but can showcase the unique, intriguing, even fun side of who you are.

Contact
4567 Main Street
City, State 98052
(718) 555–0100
chanchals@example.com linkedin.com/inchanchalsharma
