[bookmark: _GoBack]#1: WHO you are (choose one or two sentences)
Mark is a ________________________________________________________________ (your job title) with ___________________________________ (company name). In this role, Mark looks after/coordinates/manages/leads a team providing (choose one of the foregoing) all aspects of ______________, including ______________, ____________ and ______________.
A big believer in ________________, Mark supports ________________________.
Mark is a qualified ________________________________ (your professional designation, e.g. electrician, property appraiser, esthetician) and holds the ________________________ degree/certification (choose one) from ___________________________ (name of educational institution). (Note: some people prefer to put the education part at the end of the professional bio, just prior to the contact information.)
#2: WHAT your expertise is (choose one or two sentences)
Mark is no stranger to _____________________________ (your industry or type of work), having spent ________ years as a _____________ and a _______________ (occupations: e.g. fitness instructor, computer support specialist, entrepreneur, professional dancer,  senior executive), where he/she  _____________________________ (your major responsibilities or accomplishments in that role).
Mark has more than ________ years of __________ experience in _______________________.
Prior to starting his/her _______________________________ (type of business) business, Mark spent _________ years as a ______________ and a ______________(your relevant experience).
Before joining Action Cooling & Heating Inc. in __________ (year), Mark worked for __________________________________________ (years) for a diverse range of organizations, including ________________ , __________________ and _________________________(e.g. small business startups; large corporations; private sector; non-profits; government agencies).
In this role, Mark was responsible for _____________________, ___________________ and __________________________________.
#3: WHY the reader should care about your expertise (choose one or two sentences)
Mark helps ________________________ (your target clients) to _________________________ (a problem or goal your target clients have). [For example, if you are a CPA or accountant, you might write “She can help your company make decisions about allocating resources by providing assurance about financial information.”]
Mark offers a wide range of programs and services, from _________________________, to _____________________ and __________________________ (your services)
Drawing on __________ (many, several, XX) years experience in ____________________, __________________ and ______________________ (former jobs or industries), Mark now focuses mainly on ____________________ and _________________________.
After a successful career in _____________________________________ (what you’ve been successful in), Mark now coaches/teaches/advises (choose one) other people how to achieve the same success.
Mark’s varied background in _______________________________, _____________________ and ________________________________________ (former jobs or industries) provided the perfect foundation for __________________________________ (what you are doing now).
Passionate about ______________________________________________and its possibilities, Mark provides _____________________________ services that help ____________________, ____________________ and __________________________ to ________________________.
Mark has _________________________________________________ (your accomplishments, e.g. published articles in; had exhibits at; consulted to) ______________________________, ______________________, and _________________________, among others. [For example, “Naomi’s mixed media collages were featured in the January 2015 print issue of Somerset Studio magazine and a feature article about her work was published on the magazine’s website.”
#4: HOW to contact you (choose one sentence)
To contact Mark please email __________________________________________ or go to _____________________________________________________________ (your web site).
Mark is available for private consultations on __________________________________, and can be reached at (PHONE NUMBER) or by email at _____________________________________

