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How	to	write	work	experience	in	resume	examples

Crafting	your	work	experience	section	requires	strategic	planning.	Begin	by	listing	past	jobs	in	reverse	chronological	order,	with	your	current	role	as	the	starting	point.	Include	essential	details	such	as	job	title,	company	name,	dates	of	employment,	and	location.	Bullet	points	should	emphasize	impact	rather	than	plain	responsibilities,	using	action
verbs	to	describe	tasks	undertaken	and	outcomes	achieved.	When	writing	about	work	history,	clarity	is	key	–	hiring	managers	seek	evidence	that	past	experiences	align	with	current	requirements.	To	address	this,	use	numbers	to	quantify	contributions	and	achievements,	highlighting	results	instead	of	just	listing	job	duties.	Ensure	your	resume's	work
experience	section	remains	reverse	chronological,	starting	with	the	most	recent	role.	Utilizing	formulas	or	AI	tools	can	streamline	the	process,	but	remember	that	quality	content	is	crucial.	Don't	forget	to	tailor	your	skills	to	the	specific	job	you're	applying	for.	Lastly,	choose	a	suitable	resume	template	and	follow	best	practices	to	make	your	application
stand	out.	To	write	an	effective	work	experience	section	on	your	resume,	list	previous	roles	in	reverse	chronological	order,	including	the	company	name,	employment	dates,	and	location.	Under	each	job,	use	three	to	eight	bullet	points	to	describe	your	role,	focusing	on	relevant	technical	skills	and	responsibilities.	Use	action	verbs	and	quantitative	data
to	emphasize	achievements	and	outcomes.	Tailor	your	section	to	match	the	job	description	by	incorporating	keywords	strategically.	Double-check	and	proofread	your	work	to	ensure	it	accurately	showcases	your	experience	and	achievements.	Remember,	a	great	work	experience	section	is	both	outcome-focused	and	relevant.	It	highlights	specific	skills
and	experiences	that	align	with	the	role's	requirements,	showcasing	measurable	achievements	rather	than	just	listing	duties.	Start	by	listing	at	least	three	job	positions	in	reverse	chronological	order,	focusing	on	jobs	most	relevant	to	the	position	you're	applying	for.	Given	article	text	here	Looking	forward	to	seeing	everyone	at	the	meeting	tomorrow
and	discussin	our	strategies	is	a	good	opening	sentence	for	an	email.	A	good	subject	line	is	also	key.	The	most	important	thing	you	can	do	before	attending	the	meeting	is	prepare.	For	example,	take	a	few	minutes	to	read	through	the	company's	job	description.	Make	sure	you	know	what	they	are	looking	for	in	a	candidate.	You	should	focus	on
highlighting	specific	accomplishments	and	metrics	that	demonstrate	your	impact	in	each	role.	Here	are	some	tips	for	writing	effective	bullet	points:	•	Use	action	verbs	like	"Boosted,"	"Improved,"	or	"Increased"	to	describe	achievements.	•	Quantify	results	by	including	numbers,	percentages,	or	dollar	amounts	wherever	possible.	•	Provide	context	for
achievements	by	explaining	how	they	were	achieved	and	what	skills	were	used.	Here	are	some	examples	of	effective	bullet	points:	•	Increased	customer	satisfaction	ratings	from	60%	to	85%	within	3	months	through	targeted	marketing	campaigns	and	personalized	service	enhancements.	•	Improved	project	delivery	time	by	25%	through	efficient	team
management	and	process	improvements.	•	Successfully	led	a	cross-functional	team	to	launch	a	new	product,	resulting	in	a	15%	increase	in	sales	revenue.	When	writing	bullet	points,	keep	the	following	tips	in	mind:	•	Focus	on	relevance	and	depth	rather	than	trying	to	overload	with	information.	•	Use	no	more	than	eight	bullet	points	per	job	position
unless	they	are	directly	related	to	the	job	requirements.	•	Tailor	your	bullet	points	to	match	the	company's	hiring	criteria	by	embedding	keywords	from	the	job	description.	As	a	company	says,	"I	need	someone	who	can	do	this,	this,	and	this,	and	prove	it	with	past	success."	Write	work	experience	with	this	in	mind:	"Look,	I	can	do	this,	this,	and	this.
Want	proof?	I	did	this	and	achieved	that	using	these	tools."	Follow	these	steps	to	tailor	your	resume	work	experience	section:	1.	Review	the	job	description	carefully,	noting	key	responsibilities,	skills,	experiences,	and	qualifications	required.	2.	Mention	results	achievable	by	carrying	out	tasks	mentioned	in	the	job	ad;	describe	how	you	applied	those
same	skills	in	a	previous	role.	3.	Include	tools,	frameworks,	and	resources	used,	matching	the	job	description.	To	embed	keywords,	use	an	AI	Keyword	Targeting	tool	that	scans	the	job	description	for	potential	keywords	to	include.	Double-check	and	refine	your	resume	based	on	best	practices:	1.	Give	yourself	a	break	to	avoid	missing	small	details.	2.
Use	Grammarly	and	read	your	resume	out	loud	to	confirm	smooth	flow.	3.	Download	as	PDF;	adjust	formatting	if	needed.	4.	Fact-check	everything,	ensuring	no	overexaggeration	or	wrong	metrics.	5.	Get	an	outside	opinion	from	a	friend,	family	member,	or	expert.	Effective	bullet	point	formulas	for	the	work	experience	section:	1.	Describe	tasks	first,
then	highlight	results	achieved.	2.	Mention	a	problem	faced,	followed	by	implemented	solution.	3.	Write	about	key	responsibility	and	its	purpose.	4.	Use	the	STAR	framework:	situation-task-action-result.	5.	Include	"before"	and	"after"	results	of	improved	metric.	Focus	on	core	skills	applied	and	outcome	achieved,	even	if	unsure	of	exact	numbers;
provide	rough	estimates	or	mention	task	purpose	when	necessary.	You're	not	satisfied	with	some	parts	of	this	content,	so	try	our	AI-powered	Bullet	Point	Editor	for	instant	suggestions.	To	use	it,	simply	double-click	on	a	sentence	you	want	to	improve	and	click	'Rewrite	Bullet.'	Our	editor	will	give	you	options	to	choose	from.	For	example,	one	of	our
Reddit	users	utilized	the	Rezi	AI	writer	and	editor	to	create	personalized	resumes	quickly:	"I	made	several	initial	versions	of	my	resume	then	copied	them	and	used	Rezi	to	provide	ideas	for	each	job	description.	Rezi	was	helpful	by	matching	my	resume	with	the	job	posting	and	suggesting	additional	keywords.	By	using	Rezi	instead	of	doing	it	myself,	I
reduced	the	time	per	application	from	1-2	hours	to	just	15	minutes."	-	Kixxx	Whenever	you're	stuck,	don't	hesitate	to	use	our	AI	Resume	Builder	for:	Creating	sentences	based	on	your	background	so	you	can	start	fresh.	Refining	any	bullet	points	you	wrote.	Getting	a	full	list	of	potential	keywords	for	tailoring	your	resume.	Receiving	instant	feedback	on
best	writing	and	formatting	practices	to	enhance	your	overall	application.	Now	let's	move	on	to	the	formulas	you've	been	waiting	for.	Tasks	+	Results	Formula:	Describe	a	task	you	performed,	followed	by	the	results	achieved.	Suitable	for:	Highlighting	key	job	responsibilities	and	linking	them	directly	to	successful	outcomes,	demonstrating	an
understanding	of	how	you're	contributing	towards	broader	goals.	Example:	Introduced	a	new	email	marketing	campaign	which	led	to	a	72%	increase	in	conversion	rates.	Start	with	a	strong	action	verb	like	'Developed,'	'Increased,'	'Reduced,'	or	'Launched.'	Use	numbers,	percentages,	or	metrics	whenever	possible	to	showcase	the	impact	of	your	work.
Focus	on	the	significance	of	the	results	you	achieved	and	don't	just	list	tasks.	Results	+	Tasks	Formula:	Start	with	a	measurable	result	you	achieved,	followed	by	a	description	of	the	tasks	or	actions	you	took	to	achieve	that	result.	Suitable	for:	Emphasizing	your	direct	impact,	showing	how	your	work	translates	into	favorable	business	outcomes.
Example:	Boosted	revenue	by	15%	through	strategic	client	engagement	and	enhanced	contract	negotiations.	Start	with	an	action	verb	that	clearly	illustrates	the	outcome.	Find	a	significant	achievement	or	outcome	from	your	role	and	describe	the	specific	actions	you	performed	to	lead	to	this	result.	Problem	+	Solution	Formula:	Begin	with	a	specific
problem	you	encountered	in	the	workplace,	followed	by	the	solution	you	implemented	to	solve	it.	Suitable	for:	Demonstrating	your	understanding	and	ability	to	tackle	certain	challenges	effectively.	Example:	Addressed	frequent	software	downtime	by	developing	and	implementing	a	robust	troubleshooting	protocol,	reducing	system	outages	by	40%	and
enhancing	overall	team	productivity.	Use	an	action	verb	to	portray	the	problem	or	challenge	that	was	present	in	your	role	or	organization.	Describe	the	specific	actions	you	took	to	solve	the	problem.	Responsibilities	+	Purpose	Formula:	Highlight	a	core	responsibility	and	then	outline	its	importance	in	relation	to	the	company's	goals.	Suitable	for:
Reiterating	the	significance	of	your	contributions	even	when	you	don't	have	exact	numbers.	To	effectively	showcase	your	work	experience	in	a	resume,	consider	highlighting	key	responsibilities,	accomplishments,	and	metrics	that	demonstrate	your	impact	on	the	company.	A	senior-level	resume	should	highlight	leadership	skills	and	achievements	that
directly	impacted	company	success.	Focus	on	strategic	leadership,	impact	on	key	business	metrics,	team	development,	high-level	problem-solving,	stakeholder	engagement,	and	showcasing	true	leadership	skills	to	land	a	senior	position.	For	mid-level	positions,	demonstrate	specialized	expertise	and	skill	sets	by	focusing	on	technical	areas	of	expertise,
business	outcomes,	career	progression,	process	improvements,	collaboration,	project	management,	and	practical	application	of	academic	knowledge	in	a	real-world	setting.	Entry-level	resumes	focus	on	the	practical	application	of	academic	knowledge	through	showcasing	academic	projects	and	qualifications,	soft	skills	such	as	teamwork,
communication,	adaptability,	initiative,	relevant	experience,	and	skills	development.	This	helps	create	an	effective	entry-level	resume	with	no	prior	work	experience.	Resumes	that	are	more	targeted	and	relevant	to	a	company's	job	posting	can	be	more	effective	than	traditional	two-page	resumes.	According	to	Nick	Derham,	an	IT	and	digital
recruitment	consultant	with	over	25	years	of	experience,	the	key	to	a	successful	resume	is	highlighting	relevant	experience	and	technical	skills.	When	reviewing	a	resume,	he	looks	for	clear	and	concise	writing,	as	well	as	specific	examples	of	projects	and	accomplishments.	It's	not	about	including	everything	on	a	resume,	but	rather	focusing	on	what's
most	important	and	relevant	to	the	job.	To	write	an	effective	work	experience	section,	focus	on	relevance	and	clarity.	Don't	include	your	entire	employment	history,	but	instead	be	selective	about	what	skills,	experiences,	and	projects	to	showcase.	Make	sure	they	match	the	job	description	and	highlight	individual	contributions	and	achievements.	Soft
skills	can	be	implied	through	descriptions	of	projects	and	responsibilities,	so	there's	no	need	to	explicitly	mention	them.	When	listing	previous	roles,	include	the	job	title,	company	name,	employment	dates,	and	location.	Use	clear	action	verbs	to	start	bullet	points	and	detail	key	duties	and	responsibilities	using	numbers.	Highlight	positive	outcomes
achieved	as	a	result	of	contributions	using	quantitative	data.	Aim	for	at	least	three	bullet	points	per	job	title	and	reorganize	them	based	on	relevance	to	the	job	requirements.	Include	relevant	keywords	naturally	to	pass	the	company's	applicant	tracking	system	(ATS)	and	proofread	for	errors.	The	standard	resume	bullet	point	formula	is	to	begin	with
an	action	verb,	describe	a	task,	and	then	highlight	the	achievement.	However,	there	are	variations	of	this	formula,	such	as	starting	with	the	achievement	or	using	accurate	estimates	when	exact	numbers	are	not	available.	By	following	these	steps,	you	can	create	a	perfect	resume	work	experience	section	that	showcases	your	skills	and	experiences	in	a
clear	and	concise	manner.	Firstly,	don't	provide	arbitrary	metrics.	To	determine	the	correct	metrics,	revisit	the	goals	you	worked	towards	and	what	you	directly	influenced.	Check	past	performance	reviews,	project	reports,	or	company	dashboards	for	data.	If	unavailable,	create	a	rough	estimate	based	on	your	responsibilities	and	goals,	but	explicitly
state	that	the	figures	are	an	estimate.	If	unsure,	focus	on	specifying	responsibilities	using	numbers	and	mentioning	task	purpose.	Consider	timeframes	like	"Oversaw	a	$10,000	marketing	budget"	or	"Implemented	a	new	CRM	system	within	12	weeks."	To	avoid	uncertainty,	create	a	"win	portfolio"	to	save	reports	and	achievements.	Describe	three
previous	roles,	but	up	to	five	if	you	have	enough	experience	to	highlight.	For	no	relevant	work	experience,	focus	on	transferable	skills	from	side	projects,	academic	work,	volunteering,	or	internships.	Emphasize	impact	in	any	role	to	give	recruiters	confidence.	Start	with	an	action	verb	followed	by	an	achievement.	When	listing	a	current	job,	indicate	it
as	"present"	and	include	the	start	date.	Prioritize	relevant	quantitative	achievements	and	responsibilities	that	match	job	requirements.	Use	keywords	from	the	job	description	to	create	an	ATS	resume.	The	best	format	is	reverse	chronological	order,	starting	with	the	most	recent	position	and	working	backwards.	This	showcases	your	career	timeline
immediately	after	your	summary.


