Your Name
	Address :  

Phone :  

Email :
	(h) H (h)home Phone    (m) Mobile Phone
 


	SUMMARY


Quick executive summary containing your key attributes, suitability for the job you are applying for, and/or your work aspirations.
	KEY QUALIFICATIONS


·  Dot points

·  Ordered by importance or relevance to the job vacancy
	EMPLOYMENT RECORD


	Oct 2007 – Present :

Employer – Location
	Your Position

Responsibilities:

· Dot points

· Use standard format for each point

· Best to use statements starting with a verb

· Managed…

· Formulated…

· Facilitated…

Achievements

· Dot points

· Tangible achievements

· Use who, when, where, how, what, why, how much

· Quantify and qualify the achievement – mention people, timeframes, budgets, constraints, success measures


	Jul 2005 – Oct 2007: 
Employer – Location
	Your Position

Responsibilities:

· Dot points

· Use standard format for each point

· Best to use statements starting with a verb

· Managed…

· Formulated…

· Facilitated…

Achievements

· Dot points

· Tangible achievements

· Use who, when, where, how, what, why, how much

· Quantify and qualify the achievement – mention people, timeframes, budgets, constraints, success measures


	OTHER RELEVANT INFORMATION


· Professional memberships and associations

· Accreditations

· Community appointments or involvement

· Security clearances held

· Foreign languages spoken

· Other courses or qualifications undertaken

	REFEREE


· Referee one
· Referee two
