Resume Format Templates
The two formats worth using, plus one filled example, from all-docs.net. No signup required. Keep the single-column layout so applicant tracking systems can read it.
Reverse-chronological template
[YOUR NAME]
[City, Country]  |  [Email]  |  [Phone]

PROFESSIONAL SUMMARY
[Two lines: who you are and your strongest result.]

EXPERIENCE
[Most recent job title - Employer, Location]
[Dates]
- [Result bullet with a number.]
- [Result bullet.]
[Previous job title - Employer, Location]
[Dates]
- [Result bullet.]

EDUCATION
[Degree - Institution, Year]

SKILLS
[Comma-separated list relevant to the target job]
Combination (hybrid) template
[YOUR NAME]
[City, Country]  |  [Email]  |  [Phone]

PROFESSIONAL SUMMARY
[Two lines: who you are and your strongest result.]

KEY SKILLS
- [Skill area 1 with a one-line proof.]
- [Skill area 2 with a one-line proof.]
- [Skill area 3 with a one-line proof.]

EXPERIENCE
[Job title - Employer, Location]
[Dates]
- [Result bullet.]
- [Result bullet.]

EDUCATION
[Degree - Institution, Year]
Filled example (reverse-chronological)
DANIEL OKAFOR
Lagos, Nigeria  |  daniel.okafor@example.com  |  +234 80 5555 0134

PROFESSIONAL SUMMARY
Customer service supervisor with 5 years in retail-banking support. Cut average call handling time 18 percent while holding satisfaction above 90 percent.

EXPERIENCE
Customer Service Supervisor - FirstLine Bank, Lagos
March 2022 to present
- Lead a team of 8 handling 400-plus customer queries a day.
- Cut average handling time from 6.5 to 5.3 minutes by rewriting the call script and retraining the team.
- Held customer satisfaction above 90 percent for eight straight quarters.
Customer Service Agent - FirstLine Bank, Lagos
June 2019 to February 2022
- Resolved account and card queries for 60-plus customers daily.
- Trained 5 new agents on the complaints process.

EDUCATION
B.Sc. Business Administration - University of Lagos, 2019

SKILLS
Team leadership, complaint resolution, CRM software, call-quality coaching, reporting

Names, addresses, phone numbers and email addresses in the examples above are fictional. Replace every one of them with your own before you send anything.
Free templates from all-docs.net/resume/general-resume-format/
