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[image: ]PROFILE
Write this section last. Trust me. It will be easier and faster once you’ve written your achievements. Resist the temptation to use cliches (e.g., hard-working, innovative, dynamic, team player, motivated, detail-oriented, strong work ethic, extensive experience, self-starter).
Those are boilerplate statements. You might as well declare that you “have a pulse”. Instead, focus on your track record. Have you delivered projects before deadlines? Great. What did that mean for the business (e.g., $X in cost savings). Have you negotiated deals skillfully? Great.
What did you deliver (e.g., X% more supply chain flexibility). Have you led teams? Great. What have they achieved (e.g., expansion into X new markets). Don’t forget to focus on your human side. What beliefs and values do you bring to the table, and how do they colour your approach to work?
How do your colleagues describe you? For example, are you a dog-with-a-bone salesperson who gets a rush from exceeding targets? Or are you successful at negotiating partnerships because you believe that all wealth comes from long-term deals? Perhaps you’re known for staying cool under intense pressure, and often act as the voice of reason in chaotic situations?

[image: ]EMPLOYMENT SUMMARY
Your Most Recent Role | ABC Company	Jan 2025 – Aug 2026 
The Role Before It | DEF Company	Jan 2023 – Aug 2025
The Role Before That One | XYZ Company	Jan 2020 – Jan 2023

[image: ]KEY ASSETS
Treat this section as a snapshot of your biggest achievements. Lead each sentence with a power verb (e.g., “built”).
Follow up by quantifying your impact and providing business context. 
For example, “Built a sales team of three that increased net sales by $2M in just 6 months - during the economic downturn of 2024”. Or
Lifted average order value by 18% and increased top-tier client lifetime value by 31% through the rollout of a data-led clienteling and VIP loyalty strategy across Australia and Southeast Asia.


[image: ]PROFESSIONAL EXPERIENCE

Your Most Recent Role 	Aug 2024 – Aug 2025 
ABC Company
Explain your mandate in 2-3 sentences here. Why were you hired? What was the business context? (e.g., “Promoted to steer the digital marketing team through a period of volatility…”).
Explain your responsibilities in either 2-3 paragraphs or 4-6 bullets. What were you responsible for? For example -
Manage an annual $22M marketing budget and lead a team of 34 spanning brand, e-commerce, creative, clienteling, data and regional marketing managers.
Lead agency partnerships across creative, media and experiential. Member of the Executive Leadership Team, contributing to strategic planning, capital allocation and regional expansion decisions.
Partner directly with the CEO, CFO and Buying Director to align seasonal collections with demand forecasting, inventory planning and pricing strategy.
Achievements
Delivered 38% revenue growth over three financial years while increasing gross margin by 270bps, shifting sales mix toward full-price transactions and reducing promotional activity by 22%;
Scaled e-commerce contribution from 18% to 34% of total revenue, improving digital conversion by 29% and increasing average order value by 16% through personalised merchandising and UX optimisation;
Led full brand refresh across visual identity, in-store experience and campaign strategy, resulting in a 41% increase in earned media reach and strengthening brand perception scores by 19%;
Optimised marketing investment allocation using performance analytics, improving marketing ROI by 26% and reducing customer acquisition cost by 21% within 18 months;
Expanded into Singapore and Kuala Lumpur, launching two flagship boutiques supported by regional brand campaigns that delivered first-year sales 17% above forecast.


The Role Before It	Jun 2023 – Jul 2024
DEF Company
You get the idea.
Same as above.
Achievements
Same as above.



The Role Before That	Dec 2018 – Jun 2023
XYZ Company
Same as above.
Same as above
Achievements	
Same as above.



[image: ]EARLIER CAREER HISTORY

Previous Role | GGG Company	20124to 2016
The Role Before It | HHH Company 	2010 to 2016

[image: ]EDUCATION & PROFESSIONAL DEVELOPMENT

Certified in Digital Marketing  	AIM, 2020
Advanced Negotiations	LSE Online, 2022



References are available on request.
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