Note from Taylor Warfield: This is the exact template that has helped 300+ of my clients land 2-3x more interviews. If you want your resume/cover letter professionally rewritten for you, sign up here.

Name
Email | Phone Number | Address

EXPERIENCE
Company												        Location
Title														   Years
· Every bullet should start with a different past-tense verb (e.g., led, managed, developed)
· Each bullet should include numbers that quantify the results or impact of your work
· Demonstrate a mix of hard skills (e.g., data analysis) and soft skills (e.g., mentoring, negotiating)

Company												        Location
Title														   Years
· The longer you’ve worked in a role, the more bullet points you should have for that role
· Bullets should be a single sentence; avoid using semicolons or hyphens—this makes it harder to read
· Bullets should be no longer than two lines

Company												        Location
Title														   Years
· Use simple, non-technical language that the average high school student would understand
· Avoid using industry acronyms that most people would be unfamiliar with

EXTRACURRICULAR ACTIVITIES
Organization												        Location
Title														   Years
· Delete this entire EXTRACURRICULAR ACTIVITIES section if you are not an undergraduate student
· These bullets should be written similar to the EXPERIENCE section

Organization												        Location
Title														   Years
· Xxx
· Xxx

Organization												        Location
Title														   Years
· Xxx
· Xxx

EDUCATION
School Name										       		        Location
Degree												         Graduation Year
· Include GPA and test scores (e.g., SAT, GMAT) if they are high
· You can also list out and summarize your extracurricular activities in one bullet

School Name										       		        Location
Degree												         Graduation Year
· Xxx
· Xxx

ADDITIONAL INFORMATION
Skills: Include hard skills (e.g., SQL, Java, Salesforce) and avoid listing soft skills (e.g., leadership, strategy) 
Languages: Include both the language and your proficiency level (e.g., basic, proficient, fluent)
Interests: Include specific hobbies and interests that you have
Name
Email | Phone number | City, State


[Date]

Dear members of the [Company] recruiting team,

[Write a one sentence summary of your background, experiences, or interests. Example #1: I am a product marketing professional with eight years of experience working with software, hardware, and consumer retail clients. Example #2: I am a junior at Duke University studying biomedical engineering with experience in healthcare, predictive analytics, and negotiations.]

Consulting excites me for the opportunity to solve challenging business problems at prominent and influential companies. [Company] stands out as one of my top choices due to its commitment to professional development, challenging and impactful projects, and collaborative culture.

Here’s what I believe my background can bring to the table at [Company]:

· [Skill #1]: Pick a skill relevant to consulting or to the firm you are applying to (e.g., problem solving, teamwork, analytics) and write a concise summary of an accomplishment.

· [Skill #2]: Pick a second skill and write a concise summary of an accomplishment.

· [Skill #3]: Pick a third skill and write a concise summary of an accomplishment.

Given my [Skill #1], [Skill #2], and [Skill #3], I believe I would thrive as a [Role] at [Company]. I would love the opportunity to interview to further discuss my unique background and candidacy.

Sincerely,
[Name]
