Resume Template 
Personal Details (You don’t have to list your age, marital status or nationality. It is actually illegal for employers to ask for any of these and it may unfairly discriminate against you if you include it).
Your name

Your street address

Suburb State Postcode

Tel: 

Mobile:

Email: 

Career Objective  

Brief statement about your goals and what you want to achieve in the immediate future  goals – if possible, make it specific to the job. 

Education  (most recent qualification first).

Year completed Name of University/TAFE/School 
For example:
2008 – University of Western Sydney 
             Bachelor of Communications – majoring in Public Relations 

2005 – St Andrews College 

             Higher School Certificate 
Employment History  (List most recent job first-if applicable)
-Position title, Name of company

-Month year – current

-Responsibilities

•Use bullet list.

•Use clear, concise structure with active verbs such as ‘managed’, ‘negotiated’, ‘created’. 

•Keep the language clear and concise. 

For example:
2008-Present 

Retail Assistant 




Kmart 

Key Responsibilities: 

· Assisting customers
· Processing sales

· Stock control
Personal Interests - Keep it relevant.

Are you involved in any charities? Do you belong to a community group or organisation? Do you have any interests that relate to the job? If you can add information that demonstrates skills and proficiencies which will get a tick from the reader, add them here. 

Referees - Before supplying prospective employers with details of your referees, make sure you check with the referee that they’re happy for you to do so. List at least two options. 
Name of person

Position title

Company

Tel: 

Email: 
