JANE DOE 	Comment by Alexander Nowak: It is imperative that you stick to the template (you will be asked to edit and resubmit
If you change fonts, sizes, alignments, or sections even marginally. 
Recall that the template services a specific purpose with the IE, MBA, and professional community and was designed to satisfy this purpose.
Also note that this is a specific introductory version; upon commencement, you will review your CV and customize as recommended.	Comment by Alexander Nowak [2]: Rename and Save File as ‘First Last - CV’.docx’ (do not convert to Pages if on a Mac). 
Ex: ‘Jane Doe - CV.docx’
Madrid, Spain | (+34) 000 000 000 | jane.doe@student.ie.edu | linkedin.com/in/janedoe	Comment by Alexander Nowak: Country code errors from VMock can be ignored (ex: 3-digit countries).	Comment by Alexander Nowak: If needed, re-review the instructions on inserting a LinkedIn URL that is:
1)     personalized (this is the most common missing element)
2)     displayed as ‘linked.com/in/xxxxxx’ and in blue and…
3)     hyperlinked to the correct profile (display text matches personalized URL)
This is required as programs that do not work with hyperlinks will require copy/pasting and incorrect info will end with 404 error page or another person’s profile.
TBD Citizenship(s) | TBD Work Permission(s)	Comment by Alexander Nowak: This section must be included to inform recruiters of eligibility for hire.
Examples include: ‘Spanish & Canadian Citizenships | EU & Canadian Work Permissions’ or ‘USA Citizenship’ (Work Permissions for a single citizenship do not require repeating)	Comment by Alexander Nowak [2]: HEADER
A clean, basic header that conveys your name and contact information.
DO:
	•	ensure all information is up-to-date as of the start of the program (ex: ‘Madrid, Spain’ as your location, use of IE email, etc.)
	•	include a personalized LinkedIn URL (instructions via click) and then display clickable text from 'linkedin.com/in/firstlast…' 
	•	use a guide on creating hyperlinks in Word) ensuring the displayed text matches your custom URL and test that clicking on the link sends to the correct profile and is not merely blue underlined)
•      include valid Citizenships and Work Permissions phrased as '_____ Citizenship(s) | _____ Work Permission(s).' If you have only have a single citizenship, you only need to state ‘____ Citizenship’
•      Special note on EU work permits: IMBA student enrolment does not grant EU Work Permission for full-time work. Only include EU eligibility if already holding it via other means. 
•        Special note on Spain internship and work permits: IMBA student enrolment does not grant Spain Work Permission for full-time work. However, all IMBA students does grant Spain internship eligibility by virtue of student registration (therefore you do not need to include 'Spain internship eligible.')
DON'T:
	•	include personal emails, websites
	•	list an invalid phone number like (+34) 000 000 000 (do list a valid one, which can be updated later upon arrival)


PROFESSIONAL SUMMARY	Comment by Alexander Nowak [2]: PROFESSIONAL SUMMARY
Along with Professional Experience, this is the most important section of your CV. It should be 3-5 lines long and follow our prescribed format, highlighting your years of experience, main functions/roles, core areas of specializations, sectors where you have developed your professional experience, highlight key accomplishment(s) with metrics, and note your most relevant transferable/sector-specific skills/awards/lingo.
Here's a snapshot of the formula for crafting a strong Professional Summary:
·       Function + years of experience + type of company/clients. Results + keyword-relevant hard skills + academic background. Second set of results + keyword-relevant soft skills/‘entrepreneurial mindset’/values/unique insight.
DO:
	•	focus on what you offer as opposed to what you’re looking for
	•	include key transferable skills (particularly for career changers)
	•	be aware of industry-specific lingo; hyper-specific acronyms and terms are not recommended unless well-understood by your target audience
DON'T:
	•	make specific asks (ex: stating the role you want; this is best for the cover letter and customized CVs)
	•	repeat too many specifics in your experience (ex: you can omit mentioning the current IE degree as it’s in the education section)
	•	use long, overly-wordy sentences; 4 shorter sentences are more effective than 2 long ones.


Project Manager with 5+ years of professional experience in Fortune 500 multinational companies. Leading X type of projects with a €/£/$/¥ 120K scope combining operational excellence with digital transformation: IoT-based solutions, Industry 4.0, Lean Six Sigma, PMP. Reporting to C-Level and leading teams of 20+ people. Entrepreneurial experience and mindset with a focus on tech-driven sustainability. 	Comment by Alexander Nowak: A minimum of 3 lines and maximum of 4 frame this section. Finance profiles should aim for 3 lines.

EDUCATION	Comment by Alexander Nowak [2]: EDUCATION
This is a quick summary of complete formal higher education degrees (BA, MSc, etc.), not certificates, courses, etc. Recruiters want to skip ahead to the Professional Experience section and only want to know what domain you've been trained in and where, so we want to make this section as brief as possible.
DO:
	•	only include absolutely incredible stand-out achievements and never take up more than one or two lines per degree (ex: 740+ GMAT, CFA level, VP of Marketing Club)
	•	if a degree was conferred with Honours or Distinction, add to the end of the degree (not as a bullet point) and omit the grade (ex: 'BSc, Marketing, Distinction')
	•	Stick to maximum 1 bullet at 1 line per degree
DON'T:
	•	include grades, award values ($), theses, publications, short courses, etc. (these can be featured in the 'Other' section at the end)
	•	if you completed an exchange, do not list it as a full degree would be; include as a single bullet within that degree, taking up one line
	•	overemphasize academic achievements (such as classes, publications, etc., particularly if coming from a non-commercial background such as law, medicine, research, education, etc.)


IE BUSINESS SCHOOL									                         Madrid, Spain
International MBA – Master’s in Business Administration	Sep. 2024 – Dec. 2025 (Expected)
· High Achievers Scholarship recipient | GMAT: 710

ZYZ UNIVERSITY											           City, Country
Bachelor of Business Administration: Operations Concentration (First Class Honors)        	       Sep. 2014 – Jun. 2018
· VP Sustainability Committee | Member of ‘Women in Business’ | 3 student associations	Comment by Alexander Nowak: Per degree, all extracurriculars to fit on a single line; longer items may be included in ‘Other Information’ 
	Comment by Alexander Nowak [2]: PROFESSIONAL EXPERIENCE
The Professional Experience is the key section in your CV and has two dedicated sections in the CV module, focusing on how to craft compelling achievement-based bullet points and tailoring them to specific functions.
This section must take up between 50-75% of your CV length, regardless of background.
Recruiters want to see how you've achieved at the most important (seniority) and significant (length) roles. More than anywhere, showcasing those key executive decision-making skills by highlighting the most impactful contributions with metrics is what we are aiming for.
With extensive coverage of what and how to craft this section, we'll focus specifically on formatting in the 'Do's and Don't's' below. 
DO:
	•	list all experience in reverse chronological order by ending da (most recent first)
	•	add sector and revenue for all companies ex: (Manufacturing, 550m USD)
	•	include a 1-line maximum company description
	•	list all positions in an organizations similarly (do not repeat the organization details to save space and clearly showcase progress)
	•	aim for 3-5 bullets per key role at 1-2 lines each
	•	double-check for verb tenses; all should be past
	•	employ a variety of action verbs (covered later in the module)
	•	double-check the end date of your most recent role
	•	Special note on job titles: many titles hold different meanings in different contexts (ex: 'Executive' can range from CEO to Secretary); your title does not need to be the same as HR's official listing but should reflect the functions and seniority of your role.
	•	include key client names/projects and financial metrics where not bound by Non-Disclosure Agreements (NDAs)
DON'T:
	•	spend too much space outlining short or junior roles; focus more on your more recent and senior accomplishments
	•	exceed 1 line for the company description (recruiters want to know about you, not the company)
	•	grant more than 1 line for internships and temporary placements (ideally include in the 'Other' section to end)
	•	overwhelm with bullets of duties (focus instead on expanding on achievements)
	•	spend more than 2 lines per bullet point
PROFESSIONAL EXPERIENCE
ABC AVIATION (INDUSTRY/SECTOR, €/£/$/¥ REVENUE K/MN/BN)                                                                                            City, Country	Comment by Alexander Nowak: Replace with a broad 1-2 word description from the following:
AEROSPACE
ARTS
COMMUNICATIONS
CONSULTING
CONSUMER GOODS
EDUCATION
ENERGY
FINANCE
FOOD & BEVERAGE
GOVERNMENT
HEALTHCARE
HOSPITALITY
INDUSTRIAL
LEGAL
LUXURY
MANUFACTURING
MARKETING
NGO
PHARMACEUTICAL
RETAIL
SPORTS
START-UP
TECHNOLOGY
TRANSPORTATION	Comment by Alexander Nowak: Select the appropriate currency; If revenue isn’t relevant/known (ex:  Government) add budget or leave blank. If a start-up, seed funding or similar can be used.
#2 ranked Aviation company worldwide, 45 countries, B2B innovation components  	Comment by Alexander Nowak: A strict 1 line description, typically including good/service offered, organization size, markets served, and notable fact
Senior Project Manager (Operations Dept.)	Jun. 2022 – Aug. 2024	Comment by Alexander Nowak [2]: Unless you are sure you are continuing in your last role, do not list ‘- Present’ as an end date. This is key to signal you're open to opportunities (and use past tense for achievements).

· Led projects with a value of $120k. IoT to Cloud solution design, cybersecurity & IP protection. Reduced non-value-adding activities by 15%, saving approximately 600 man-hours. Referred to PMP framework.
· Created a Predictive Maintenance model achieving a 30% improvement in supply chain performance. 
· Reported to C-Level, managed key stakeholders from Operations and IT departments.
Project Manager – Industry 4.0 (R&D Team)                                                                                   Jul. 2021 – Jun. 2022	Comment by Alexander Nowak [2]: If you have multiple roles in a single organization, only list the company, industry, revenue, location(s), and description once at the start, as here.
· Spearheaded beta-testing and deployed first innovative IoT-based machine solution to monitor production remotely. 
· Managed a team of 3, liaised with manufacturing engineers and supervised a Bangalore-based team for software development on projects valued at $4m.

XYZ MANAGEMENT CONSULTING Co. (CONSULTING, €/£/$/¥ 5.4MN)                               	        		        City, Country
Management Consulting, Strategy and Operations projects for Fortune 500 industrial clients in Americas.
Process & Operations Consultant                                                                                                   Oct. 2019 – Jun. 2021
· Achieved 20% cost reduction for plastic manufacturing plants by conducting in-depth cost analysis for X client.	
· Increased productivity by +45% for Y client in 3 months by using Lean Six Sigma tools to improve production processes in Operations (later implemented company-wide).
· Notable clients: ABC Aviation, DEF Logistics, Inc., GHI Systems. 	Comment by Alexander Nowak [2]: Particularly for non-commercial roles or those with heavy client-based relationships, include notable clients to showcase commercial viability and sector expertise.

HIJ DIGITAL (START-UP, SEED INVESTMENT €50K)   	     						        City, Country	Comment by Alexander Nowak: If considering ending with an Internship/trainee role, note that such positions are too junior and short to have earned accomplishments or knowledge of interest to recruiters.
Too much weight on junior roles are a detriment for senior MBA profiles as they prevent you from highlighting more impactful and recent professional accomplishments.
A short inclusion does show a professional mindset and introduction to a sector & role and is recommended for ‘Other Information.’ (see below note for more.
First network of Y service in X City, deployed over 3 electric vehicles and 10 franchises.  
Business Development & Co-Founder                                                                                            May 2018 – Sep. 2020	Comment by Alexander Nowak [2]: For any entrepreneurial experiences, frame your entrepreneurial role with a title that reflects your key duties/area of focus.
· Supported key and national accounts (turnover of €20m). Participated in negotiations of prices, ranges, promotions, and merchandising. Worked with Customer Team to achieve 11% (4 to 4.4) customer satisfaction improvement. 
· Identified opportunities via market research and prospecting, acquiring 8 new clients in 2015 (25% new revenue).
  
LANGUAGES

English (bilingual) | Italian (native) | Spanish (intermediate)	Comment by Alexander Nowak [2]: LANGUAGES
A straightforward section highlighting your language skills.
DO:
	•	list all spoken languages in order of proficiency, noting the proficiency in general terms (Native, Fluent, Proficient, Basic)
	•	keep to one line
DON'T:
	•	include language courses, certificates, organizations, software, or grade levels
	Comment by Alexander Nowak: English skills should be one of ‘Native’ ‘Bilingual’ or ‘Fluent,’ and ensure your Career Portal profile reflects similar levels (do not select ‘Advanced’ or any level below).

TECHNICAL SKILLS	Comment by Alexander Nowak [2]: TECHNICAL SKILLS
This section highlights your hard/technical skills and can be highly-relevant in particular sectors.
DO:
	•	include hard skills, certificates, software, even if somewhat industry-specific
DON'T:
	•	include the awarding organization unless absolutely necessary/impressive (recruiters trust you're telling the truth, they don't need the organization to validate)


Minitab | SQL | MS Office | MS Power BI | Google Analytics | Trello | Certified Lean Six Sigma – Green Belt

OTHER INFORMATION	Comment by Alexander Nowak [2]: OTHER INFORMATION
The concluding section of your CV, it's a great chance to stand-out and leave a unique impression with recruiters. We want to showcase what makes you unique and grant insights into your personality. Ideally, aim for a balance of creative/fun items with examples of following a passion (such as continuous learning mindset with courses or hobbies) or social contributions (volunteering, fundraising, etc.).
DO:
	•	aim for 3 bullets at 1 line each; these can make for great conversations during interviews and best served explaining then
	•	include key educational and professional achievements omitted earlier (internships, exchanged, entrepreneurial endeavours, certifications) r
	•	focus on unique contributions not necessarily tied to professional outcomes (ex: involvement in mentorship programs)
	•	adopt the same format as the achievement-based bullet format if relevant (ex: 'supervised 15 volunteers in fundraising campaign for UNICEF, raising $50,000 [10% above target], 2019')
DON'T:
	•	be too general in activities (ex: 'completed 3 marathons' instead of 'sports,' or 'French Renaissance art' instead of 'art')
	•	sound boastful or arrogant
	•	include personal interests that would not reflect well on a leader (ex: social media followers, unless relevant to your target)
	•	include out-dated examples; keep to within the past 5 years or into undergraduate studies at a maximum	Comment by Alexander Nowak [2]: GENERAL
There are thousands of details and best practices when it comes to crafting a great CV; to conclude, we'll focus on a few tips when reviewing your document prior to submission.
DO:
	•	stick to the template; review for formatting (A4/US Letter, alignment, fonts at Arial 10.5 predominantly, spacing, etc.) to sync across the document (you will be asked to resubmit if not)
	•	do not insert ’invisible’ tables in the background to assist with formatting as they cause issues with ATS software and may disqualify your CV)
	•	take a moment and compare with the unedited template in a side-by-side comparison. Do the section proportions match? Do the section examples resemble? Did you maintain the formatting? 
	•	carefully review for grammar and typos; if copy/pasting from a previous CV, ensure the pasted text has been converted to English and then conduct a spelling and grammar check
	•	complete each element in a section (ex: offering company descriptions within 1 line, or sector and revenue figures where known)
	•	use a text editor like Grammarly and other AI tools to streamline (recommended even for native English speakers) but always review so results do not sound automated
	•	try reading aloud; hearing yourself can convey how easily understandable you are and is a great trick to help rephrase things


· Internship: DEF SOLUTIONS, Inc., Sales Assistant, City, Country (2014).	Comment by Alexander Nowak [2]: Internships are best suited for other information as recruiters are more interested in longer, more senior, recent roles. Only if work experience is very limited, internships can be included in the Professional Experience section and formatted accordingly (with only one bullet point of accomplishments).
· Volunteer: Organized award-winning event on Wearable Technologies (6k visitors, 26 companies) in x Country, leading a team of 40 (2019).
· Focal point for Diversity & Inclusion initiatives of LGBT Alliance & People Disability Network at ABC Aviation (2018). 
· Active living (4 half-marathons, weekly hatha yoga practitioner); trained musician (12 years of piano)	Comment by Alexander Nowak: Aim to include at least 1 non-‘professional’ item (ex: internship, volunteer, continuing education, etc.’
Personal insights allow recruiters to see you as a dynamic, rounded person and helps envision you fitting into their organization’s culture.
Tip: Customize the text from the provided to ensure not every student is ‘Active Living’	Comment by Alexander Nowak [2]: GENERAL
There are thousands of details and best practices when it comes to crafting a great CV; to conclude, we'll focus on a few tips when reviewing your document prior to submission.
DO:
	•	stick to the template; review for formatting (A4/US Letter, alignment, fonts at Arial 10.5 predominantly, spacing, etc.) to sync across the document (you will be asked to resubmit if not)
	•	do not insert ’invisible’ tables in the background to assist with formatting as they cause issues with ATS software and may disqualify your CV)
	•	take a moment and compare with the unedited template in a side-by-side comparison. Do the section proportions match? Do the section examples resemble? Did you maintain the formatting? 
	•	carefully review for grammar and typos; if copy/pasting from a previous CV, ensure the pasted text has been converted to English and then conduct a spelling and grammar check
	•	complete each element in a section (ex: offering company descriptions within 1 line, or sector and revenue figures where known)
	•	use a text editor like Grammarly and other AI tools to streamline (recommended even for native English speakers) but always review so results do not sound automated
	•	try reading aloud; hearing yourself can convey how easily understandable you are and is a great trick to help rephrase things
	•	Review for formatting (line alignments, font sizes and types, spacing, etc.) to sync across doc. For ex: 
Do the bullets in ‘Other Information’ align with ‘Professional Experience’? do your ‘ | ‘ dividers all match are there any ‘.’ after May or June even though it’s not abbreviated?
Even if you feel it’s strong a good eye for detail always spots a fix or two.

