Your name
curriculum vitae
Address



No. Street





City  STATE  Post Code 
Telephone



Home 

Mobile
E-Mail
name@domain.com.au 

Make sure your email address presents professionally (avoid nicknames).
CAREER OBJECTIVES
Outline your career goals and why you are aiming for that particular career path.  Make sure it is relevant to the role(s) you are applying for.
 
SUMMARY 
Provide a quick and concise overview of your experience and education.  
	Employment



	Employer
	Position
	Period of Employment

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Educational History


	Year
	Qualification
	Educational Institution

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Current Professional Memberships



	· 


KEY AREAS OF EXPERIENCE & COMPETENCIES  
Include a summary of key skills you have gained throughout your career.  This may include technical skills as well as soft skills such as relationship, management, supervisory, sales, analytical and business development.  

Make sure the skills you list are relevant to the position you are applying for.



EMPLOYMENT HISTORY
List the most recent position first.
Company Name

Date: Month Year to Month Year
Include a brief description of the organisation
Position (title)

Responsibilities
List the most relevant responsibilities

Key Achievements


List the most relevant achievements
Company Name

Date: Month Year to Month Year
Include a brief description of the organisation
Position (title)

Responsibilities
List the most relevant responsibilities

Key Achievements


List the most relevant achievements


Continue this pattern for all jobs you have held.
For positions over 10 years ago, only list the company and the job title in the employment summary – there is no real need for a description.
EXTRA CURRICULAR ACTIVITIES & ACHIEVEMENTS
Include your interests and achievements outside of your professional career.  Only list the interests and achievement that paint a positive picture of who you are. 




REFEREES
Potential employers will generally require at least two professional referees.  You can list more if you have them but make sure they are relevant and recent.  Personal referees are acceptable but not in the place of professional referees.
First (most recent) Referee’s Name

Organisation

Referee’s Position

Contact details


· Phone

· Mobile

· Email

Second Referee’s Name

Organisation

Referee’s Position

Contact details


· Phone

· Mobile

· Email
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