
Include a CV summary
that is customized,
impactful and succinct
which describes your
value add.

Your professional
experience should
include essential
information such as
company name and
description, position,
location, duration of
the job. Arrange it in
reverse-chronological
order, include
measurable and
relevant achieve-
ments, and use strong
action words.

State your education
experience in
reverse-chronological
order, and highlight
any relevant course
taken/activities/
program

Include noteworthy
information such as
languages, technical
skills, awards,
certifications,
volunteer experience
if applicable and
relevant

CHAN, Tai Man (陳⼤⽂)
Credentials/Qualifications

Email: xxx@gmail.com, Mobile: (xxx) 1234 5678, linkedin.com/in/profilelink
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