Replace everything in [brackets], then delete this line. Keep it to one page if you can.
[Your Name]
[City, Province]  |  [phone number]  |  [email@example.com]  |  [linkedin.com/in/yourname]
Professional Summary
[Two or three sentences: who you are, your strongest skills and the role you want. Example: Detail-oriented business student with two years of retail experience and strong Excel skills, looking for a part-time bookkeeping assistant role.]
Skills
[Skill area]: [specific tools or abilities, e.g. Excel (SUM, IF, sorting and filtering), Google Sheets]
[Skill area]: [e.g. customer service, cash handling, solving problems calmly]
Languages: [e.g. English (fluent), French (conversational)]
Experience
[Job Title]  |  [Company Name], [City, Province]	[Mon YYYY] – Present
[Action verb + what you did + result, e.g. Processed 150+ transactions per shift and balanced the cash drawer at every closing]
[An achievement with a number, percentage or timeframe]
[A responsibility that matches the job posting]
[Job Title]  |  [Company Name], [City, Province]	[Mon YYYY] – [Mon YYYY]
[Action verb + what you did + result, e.g. Processed 150+ transactions per shift and balanced the cash drawer at every closing]
[An achievement with a number, percentage or timeframe]
[A responsibility that matches the job posting]
Education
[Diploma or Degree, Program]  |  [School Name], [City, Province]	[Expected Mon YYYY]
[Relevant courses, awards or a strong grade average]
Volunteer Experience
[Role]  |  [Organization]	[Mon YYYY] – [Mon YYYY]
[What you contributed and the difference it made]
Certifications and Training
[Certification name], [Issuer], [Year]. Example: OpenSkills Certificate of Completion, Excel for Beginners, 2026
