
FIRSTNAMELASTNAME
	PERSONALSTATEMENT

	

	[Type your personal statement here.]  (This should be a paragraph on what your ideal opportunity is, what you can offer.  It is really a summary of your resume.  This needs to tell the recruiter, why they should pick you, as opposed some someone else – why are you different, what makes you so special?)

	

	

	KEYSKILLS

	

	Skill one

	(Type no more than three sentences explaining where and when you developed this skill.  You need to show the interviewer that you actually know what you are talking about and that you actually do have this skill.)

	

	Skill two

	[type here]

	

	Skill three

	[type here]

	

	Skill four

	[type here]

	

	Skill five

	[type here]


EMPLOYMENTHISTORY
Always start the employment history section on a new page.

	Month, year – Month year 
	Organisation Name

	
	Blurb about Organisation

	Reason for leaving:
	Enter the reason for moving on from this position.


	
	Position title
	Month, year – Month year

(If you have held more than one position at an organisation, this is where you enter the dates that correspond to each position)

	(Responsibilities should be In bullet point form – brief and succinct. Only put sub responsibilities in if applicable, otherwise, just the main responsibility is fine.  If this is the case, remove the underline and colon at the end of the responsibility)
	Responsibilities 
· Main responsibility one:
· Sub responsibilities

· Main responsibility two:

· Sub responsibilities
(Keep adding responsibilities (put as many as you can think of!)


	
	Position title
	Month, year – Month year

(If you have held more than one position at an organisation, this is where you enter the dates that correspond to each position)

	(Responsibilities should be In bullet point form – brief and succinct. Only put sub responsibilities in if applicable, otherwise, just the main responsibility is fine.  If this is the case, remove the underline and colon at the end of the responsibility)
	Responsibilities 
· Main responsibility one:
· Sub responsibilities

· Main responsibility two:

· Sub responsibilities



To enter more positions, move your mouse to the left margin to fall in line with “Position title”, click and drag until you have selected both roles.  Copy this selection and paste over this text. 

	
	Achievements

	(Achievements should be things you accomplished that really made you stand out during your time at this organisation.  This could be things you have done individually, or examples of great team accomplishment.  Try and enter at least one achievement whereby you have been solely responsible for the positive outcome.  Achievements should be a summary only, so should not be more than 4 sentences each.)
	Achievement one 
[Type here]

Achievement two
[Type here]

Achievement three

[Type here]


EDUCATIONQUALIFICATIONS
	Month, Year – Month Year
	Name of Institution

	
	[Type here, the Qualification achieved, or currently completing]

· [Papers and practical experience completed in separate bullet points.]
· [Type here]
· [Type here]


PERSONALINTERESTS
[One or two sentences.]










Street


Suburb, City


Email address


landline | mobile














    Name | m mobile number | e email address| h landline number
2

