ATS CV‑Template (Word‑optimized)
FULL NAME 
City,
Country
Phone: 
Email: 
LinkedIn:
Portfolio/Website (optional)

Professional Summary
Brief summary in 3–4 sentences: role, experience, strengths, measurable achievements. No private information, no clichés, no lengthy paragraphs.
Example: Customer Support Specialist with over three years’ experience in issue resolution, remote collaboration, and KPI-driven work methods. Strong communication skills, a structured approach to problem solving, and proven success in enhancing customer satisfaction and process optimization. Confident working with international teams and digital tools.
Core Skills
Customer Support Problem Solving Communication Skills Remote Collaboration CRM Tools (Salesforce, Zendesk) Time Management Technical Troubleshooting Process Documentation Data Accuracy Conflict Resolution
Professional Experience
Job Title 
Company – Country MM/YYYY – Present
Short role description (1 sentence)
• Task + result • Task + measurable achievement • Tools, KPIs, processes • Collaboration, responsibility, improvements
Example: • Resolved customer inquiries via email and chat with a 95% satisfaction score.
 • Reduced average handling time by 12% through improved documentation.
 • Collaborated with cross-functional teams to escalate technical issues.
 • Maintained accurate CRM records and followed standardized workflows.


Job Title Company – Country MM/YYYY – MM/YYYY 
Short role description (1 sentence)
• Bullet 1 • Bullet 2 • Bullet 3 • Bullet 4     
Education 
Degree / Certification Institution – Country Year
Optional: Relevant coursework Academic achievements Thesis (only if relevant)
Technical Skills 
MS Office (Word, Excel, PowerPoint) Google Workspace Zoom, Teams, Webex CRM Tools Ticketing Systems Basic Data Analysis
Languages 
English – Fluent / Advanced 
German – Intermediate 
Filipino – Native
Additional Information (optional) 
Volunteer work Certificates Remote-work experience Industry-specific training
Notes for Applicants
• Do not use tables or columns – ATS reads linearly. 
• Match the job title exactly to the job posting. 
• Incorporate keywords from the job description. 
• Start bullet points with a verb + result. 
• Keep bullet points to a maximum of 2 lines. 
• Do not insert images or icons. 
• Save your resume as a PDF or DOCX. 
• Keep your LinkedIn profile up to date and link it.

“An ATS‑friendly resume is well-organized, optimized with keywords, and free of tables or design elements. The most important features are concise bullet points, measurable results, and a profile that matches the job posting.”
