Your Name

Street Address

Suburb  Postcode  State

Telephone: (Home No.)

Mobile: (Mobile No.)

E-mail: (email address)
Personal Profile

Summary about what you have done (degree, relevant experience), the skills you have to offer (target towards the advert/job description), what you are looking to do and how you can contribute to the organisation.  
A few lines is best.

Education and Qualifications

Date
University/College or School Name, Course Name, 

Qualification Achieved (grades if good)

Date
University/College or School Name, Course Name, 

Qualification Achieved (grades if good)

Employment History (most recent first)
Dates

Company Name, Job Title
Responsibilities & achievements.  Use brief points and quantifiable measures
· Detail

· Detail

· Detail

· Detail

Dates

Company Name, Job Title
Responsibilities & achievements.  Use brief points and quantifiable measures

· Detail

· Detail

· Detail

· Detail

Dates

Company Name, Job Title
Responsibilities & achievements.  Use brief points and quantifiable measures

· Detail

· Detail

· Detail

· Detail

Skills & Strengths
Languages:
Complete and include level of proficiency
IT Skills:
Include IT skills/software used and your level of proficiency for each
Other:
Relevant competencies particularly as they relate to the advertised position
Interests and Activities

Include particularly in terms of relevance to what the employer is looking for – eg. travelling around Europe helped develop my communication skills through meeting a variety of people.

References 

Available on request.
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