Functional Resume Template
[Your Name]
[Your Address] | [City, State ZIP] | [Phone Number] | [Email Address] | [LinkedIn or Professional Website (Optional)]

Professional Summary
[2-3 sentences highlighting your key strengths, skills, and professional attributes. Tailor this to the job you’re applying for.]

[bookmark: _GoBack]Core Competencies
· [Skill #1 – e.g., Customer Service]
· [Skill #2 – e.g., Communication]
· [Skill #3 – e.g., Time Management]

Relevant Skills and Achievements
[Skill Category #1 – e.g., Customer Service]
· [Bullet point highlighting experience or achievement using this skill]
· [Bullet point highlighting experience or achievement using this skill]
· [Bullet point highlighting experience or achievement using this skill]

[Skill Category #2 – e.g., Leadership and Management]
· [Bullet point highlighting experience or achievement using this skill]
· [Bullet point highlighting experience or achievement using this skill]
· [Bullet point highlighting experience or achievement using this skill]

Professional Experience
Job Title
[Company Name] – [City, State]
[Dates of Employment (Optional)]
· [Brief description of your responsibilities and achievements related to the job you’re applying for]

Job Title
[Company Name] – [City, State]
[Dates of Employment (Optional)]
· [Brief description of your responsibilities and achievements related to the job you’re applying for]

Education and Certifications
Degree Title or Certification
[School/Institution Name] – [City, State]
[Year of Graduation or Completion]

Additional Certification (if applicable)
[Certifying Organization] – [Year of Completion]

