RESUME

Name:

Address:



Mobile: 
 


Email:





Personal statement /career objective 

Clearly state what career you want to get into and why. Include information that gives a positive description of you from your experiences, work history, skills and strengths. This should only be few lines.

Example

I would like to undertake an apprenticeship/traineeship which will offer me the opportunity to develop new skills and strengthen those I already possess. I am an enthusiastic and hardworking individual with a strong work ethic who is eager to take on new challenges. My long term goal is ........ 



Education 

Include the last year of high school you completed and any certificate or higher qualifications you have received or are working towards, with the most recent entry at the top. 
Example

Certificate II, Building and Construction - completed July 2016 
MEGT Institute
Year 12 – completed 2015 
Ringwood Secondary College 



Work experience 

Include any work experience, casual or contract work you have undertaken, whether paid or voluntary. 

Example

· ABC Plumbing - part time labourer

February 2015 - Current

Duties:

· Fitting taps 

· Installing toilets 

· Roof plumbing, guttering, downpipes

· Digging trenches to lay pipes

· Ringwood North Football Club - Volunteer Kiosk Staff 
2011 - Current 
Duties: 
· Serving customers 
· Handling money
· Basic food preparation
· Ensuring fridge is stocked
· Volunteered to paint a new outdoor area at Ringwood High School 
January 2013
· Work Experience at ABC Plumbing 
June 2011


Achievements
List any achievements from school, work experience or community organisations.

Example

· Member of Student Representative Council, Ringwood Secondary College 2015
· Bronze, Duke of Edinburgh Awards – completed 2010
· Eastern Football League Under 16 Best and Fairest - 2013


Skills and abilities

List key skills that are relevant to the role. You might like to refer to the Employability Skills section of the Job Seeker Toolkit
Example

· Customer Service

· Leadership 

· Attention to detail

· Technical Aptitude

· Drivers Licence

· White Card



Personal attributes

List personal attributes that are relevant to the role. You might like to refer to the Employability Skills section of the Job Seeker Toolkit

Example

· Reliable
· Strong work ethic
· Confident, energetic
· Self motivated
· Good time management skills

Referees 

Available upon request

You can simply write ‘available upon request.’

If you decide to include referee details provide the name of two referees who will be able to provide a positive description of your work and work ethic. If you don’t have a previous work history, you can include a personal reference such as a teacher, careers advisor or family friend.

Advise the referees and ensure you have their permission before including them on your resume. 

Example 

John Smith 
Ringwood North Junior Football Club
President
Telephone: 0000 000 000

Jane Brown

Ringwood Secondary College

Principal

Telephone: 0000 000 000

