[Full Name]
[Target Job Title as written in the job ad] | [City, Country] | [Mobile with country code] | [Email] | [Full LinkedIn URL]
How to use (delete this paragraph and the page footer before sending): replace every bracketed text with your own details. Keep the single-column layout and the standard section headings. Do not add tables, text boxes, images or icons. Take the job title and key skills from the job ad itself, save as DOCX, and export a PDF only if the employer asks for it.
[Optional line if requested: Nationality: [...] | Residence/Visa status: [...] | Driving licence: [Yes/No] | Availability: [...]]
Professional Summary
[Job Title] with [number] years of experience in [field or industry] in [city/country]. Specialised in [two or three requirements from the job ad], with hands-on experience in [required systems or software]. Key result: [one short quantified achievement].
Work Experience
[Job Title] — [Full Company Name] — [City, Country] — [MM/YYYY] – Present
1. [Action verb] + [what you did] + [tool or system] + [measurable result], e.g. Managed recruitment for [number] roles using [system name], reducing time-to-fill from [..] to [..] days
1. [Second achievement containing a keyword from the job ad in context]
1. [Third achievement: a project, improvement or initiative and its outcome]
1. [Optional fourth achievement]
[Previous Job Title] — [Company Name] — [City, Country] — [MM/YYYY] – [MM/YYYY]
1. [Action verb] + [task] + [result]
1. [Achievement relevant to the new role]
1. [Optional third achievement]
Education
[Degree] in [Major] — [University Name] — [City, Country] — [Graduation Year]
[For fresh graduates: one line on your graduation project or internship, naming the tools used and the result]
Skills
1. Technical skills: [Skill 1], [Skill 2], [Skill 3]
1. Systems and software: [e.g. SAP SuccessFactors, Oracle, Advanced Excel, Power BI]
1. Regulatory or professional knowledge: [e.g. local labour law, IFRS]
Certifications
1. [Full certification name] ([Acronym]) — [Awarding body] — [Year, or In progress with expected date]
1. [Training course name] — [Provider] — [Year]
Languages
1. Arabic: [Native / Fluent]
1. English: [Fluent / Intermediate / Basic]
Additional Information (optional)
 
 
