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Professional Biography 

What is a Professional Biography, and how does it differ from a Resume?

Your Professional Biography is your most valuable networking tool and should be used (rather than a resume) to give contacts an overview of your skills and  a sense of who you are. A Bio should be written in the “third person,” as if someone else wrote it about you. The document includes information on your character, reputation, personality and interests – more than a resume does. 
Your Professional Biography should fit easily onto one printed page. Example:
John Doe has consistently demonstrated his ability to creatively solve problems and maintain operational integrity in the midst of aggressive deadlines.  He has a proven track record of operational excellence and leadership. He has had profit and loss, operations, and human resources accountabilities in manufacturing, pharmaceutical, and government organizations. He has also served as a commissioned officer for the United States Navy in the Crew Systems Department as part of a research and applied development team for safety and equipment improvements.

Major accomplishments include the following:

· XXXX

· XXXX

· XXXX

· XXXX

John earned his Master’s degree in Operations Management at Immaculata University after receiving his Bachelor’s degree in Business Administration at Arcadia University. A lifelong learner, he also has certification in Operations Management and has completed additional course work in accounting, international business, and marketing.

John lives in Exton, PA and enjoys participating in professional organizations such as the Society for Operations Management and the Six Sigma Association. Finally, John has traveled extensively and lists Iceland, Germany, and China among his favorite destinations.

Used by permission of Ford R. Myers, author of “Get The Job You Want, Even When No One’s Hiring,” published by John Wiley & Sons, Inc. For more information, visit: www.careerpotential.com and www.getthejobbook.com.


