[Your Full Name]
[Job title you are applying for]
[Street address (optional)], [City], [Province] [Postal code]  |  [Phone]  |  [firstname.lastname@email.com]  |  [LinkedIn URL (optional)]
[Optional: Legally entitled to work in Canada. You do not have to say how.]
PROFESSIONAL SUMMARY
[Three or four lines, no "I": who you are, years of experience, your strongest results and what you bring to this job. Example: Payroll administrator with 6 years of experience processing biweekly payroll for up to 400 employees, with no late runs in 2025.]
KEY SKILLS
[Skill named in the job posting]
[Skill named in the job posting]
[Software, tool or licence]
[Language skill, e.g. Bilingual in English and French]
[Skill that matches the posting]
WORK EXPERIENCE
[Job Title]  |  [Employer], [City], [Province or Country]
[Month Year] to Present
[Action verb + what you did + result with a number, e.g. Cut month-end close from 8 days to 5 by automating reconciliations]
[Achievement, not a duty: e.g. Trained 4 new hires, all signed off within their probation period]
[Achievement with a number: people, money, time, percentage]
[Job Title]  |  [Employer], [City], [Province or Country]
[Month Year] to [Month Year]
[Achievement with a number]
[Achievement with a number]
[Achievement related to the job you are applying for]
[Keep the last 10 to 15 years. Older or unrelated jobs can be cut or shortened to one line.]
EDUCATION
[Degree, diploma or certificate]  |  [Institution], [City], [Country]  |  [Year]
[Optional, if you have one: Canadian equivalent per Educational Credential Assessment ([organization]), [year]]
CERTIFICATIONS AND LICENCES
[Certification or licence], [issuing body], [year] [add "in progress" if not finished]
VOLUNTEER EXPERIENCE
[Role]  |  [Organization], [City]
[Month Year] to [Month Year]
[What you did and what changed because of it]
LANGUAGES
[English: fluent]  |  [French: intermediate]  |  [Other language: native]

[Your Full Name]
[Phone]  |  [firstname.lastname@email.com]
REFERENCES
[Send this page only when an employer asks for references. Ask each person first.]
[Name], [Job title], [Organization]
[How you know them, e.g. Direct manager, 2022 to 2025]
[Phone]  |  [Email]
[Name], [Job title], [Organization]
[How you know them, e.g. Direct manager, 2022 to 2025]
[Phone]  |  [Email]
[Name], [Job title], [Organization]
[How you know them, e.g. Direct manager, 2022 to 2025]
[Phone]  |  [Email]




