SAMPLE: every name, company, college and number here is made up to show what good looks like. Replace each line with your own, then delete this note.
Riya Sharma  |  riya@example.com  |  +91 98765 XXXXX  |  linkedin.com/in/example  |  Writing sample: example.com/memo  |  Bengaluru
Founder’s Office, Series A startup · ex-strategy consulting
	Educational Background

	
	College / Board
	Marks
	Achievement

	B.Tech, Mech.
	Deccan Institute of Technology (fictional)
	8.4 / 10
	Head of Sponsorships, E-Cell

	Class XII
	CBSE
	94.2%
	

	Class X
	CBSE
	95.6%
	


	Professional Experience

	Kitebox	Associate, Founder’s Office	(2024 – present)

	City launch
	1. Launched Pune from zero: 3 dark stores, 14 hires, vendor contracts; 1,100 orders a month by week 10 at ₹410 CAC.

	Investor MIS
	1. Built one metrics sheet shared by finance and sales; used it for 6 monthly investor updates and the Series A data room, cutting prep from 4 days to 1.

	Process
	1. Moved refunds out of WhatsApp into a form, tracker and approval rule; average refund time fell from 4 days to 1.

	Hiring
	1. Hired the first 5 sales reps in 30 days by running a daily funnel review with the founder.

	Meridian Strategy Partners	Business Analyst	(2022 – 2024)

	Unit economics
	1. Built the unit-economics model for a quick-commerce client; recommendations cut delivery cost 12% in two quarters.

	Market sizing
	1. Sized a ₹1,800 crore market for a fintech client’s new product and led 20 customer interviews behind the go/no-go call.

	Meridian Strategy Partners	Summer Intern, Strategy	(May '21 – Jul '21)

	Research
	1. Built a competitor teardown of 12 D2C brands used in a client pitch that converted


	Co-curricular and Projects

	Case comp.
	1. National finalist, strategy case competition (top 6 of 450 teams)
	2021

	Memo
	1. Wrote a public teardown memo on onboarding drop-off at a D2C brand; founder replied and adopted 2 fixes
	2024

	Certification
	1. Financial modelling course; SQL for analysts
	2023


	Extra-Curricular Activities

	Social
	1. Taught basic Excel to 40 women entrepreneurs with a Pune NGO
	2023

	Quizzing
	1. Winner, inter-college business quiz
	2020

	Sport
	1. College basketball team; zonal runners-up
	2019


	Positions of Responsibility

	E-Cell
	1. Head of Sponsorships, college E-Cell: led 9 people, signed 11 sponsors, raised ₹4.2 lakh (30% above the previous year)
	2020–21

	Fest
	1. Logistics head, college cultural fest with 8,000 visitors
	2019–20


	Skills and Tools

	Skills
	Unit economics and market sizing · Excel / Google Sheets modelling · SQL (basic) and Metabase · Notion trackers and SOPs · Investor updates and board decks · Hiring funnels


