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PROFESSIONAL AUTOBIOGRAPHY TEMPLATE

Business-Appropriate Format

EXECUTIVE SUMMARY (Page 1):

[Your Name]
Professional Autobiography
[Date]

KEY HIGHLIGHTS:

¢ [Number] years in [Your Industry/Field]

e [Key Achievement 1: e.g., "Increased sales by 200%"]

e [Key Achievement 2: e.g., "Led team of 50+ professionals"]

e [Key Achievement 3: e.g., "Published in industry journals"]

CAREER PHILOSOPHY:

[2-3 sentence statement about your professional approach]

PROFESSIONAL JOURNEY:

CHAPTER 1: EARLY CAREER FOUNDATION
e [First Position]: Company, Years, Key Responsibilities
e Skills Developed: [List 3-5]

e Major Learning: [1-2 sentences]

CHAPTER 2: CAREER DEVELOPMENT
e Progression: [Next roles with increasing responsibility]
e Projects Led: [Notable achievements]

e Professional Growth: [Certifications, training, education]

CHAPTER 3: LEADERSHIP & IMPACT
e Management Experience: [Team sizes, departments]

e Organizational Contributions: [Process improvements, innovations]
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e Industry Recognition: [Awards, publications, speaking]

CHAPTER 4: CURRENT ROLE & VISION
e Present Position: [Title, Company, Scope]
e Current Projects: [What you're working on now]

e Future Direction: [Where you're headed professionally]

FORMATTING FOR PROFESSIONAL USE:

e Font: 11pt Calibri or Garamond

e Spacing: Single or 1.15

e Margins: 1 inch or ©.75 for more content

e Headers: Clean, professional chapter titles
e Length: 10-30 pages typically

e Tone: Confident, accomplished, forward-looking

OPTIONAL ADDITIONS:

TESTIMONIALS PAGE:

"[Quote from colleague/supervisor]" - [Name, Title]

CAREER TIMELINE VISUAL:

[Year] » [Position] at [Company] | [Achievement]
[Year] » [Promotion] | [Key Project]

[Year] » [Current Role] | [Ong Initiative]

CONTACT INFORMATION:

[Your Name]

[Professional Title]

[Email] | [Phone] | [LinkedIn Profile]
[Personal Website/Portfolio]
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