YourName YourSurname

YourAddress Street

Suburb Postcode

T. YourPhone

E. YourEmail

Career Objective

This should be only 3-4 lines that outlines your short term career goal and demonstrates to the reader your understanding of how this relates to the position applied for. You must familiarise yourself with the position description in order to do this. This section may have to be rewritten or vary slightly each time you apply for a position.

Visa Status

Your visa status here or delete this section.

Education

(most current first)

School Name 

From - Until (dates)

Name of degree/ diploma

Where studied, Subjects, Awards Won

School Name 

From - Until (dates)

Name of degree/ diploma

Where studied, Subjects, Awards Won

Employment History/Work Experience

(most current first - This section may not be applicable)

Title 

From - Until (dates)

Company Name

Responsibilities 

· (3-4 concise points form) 

Achievements 

· (3-4 concise points form) 

· These should begin with an ‘action’ word that demonstrates what you have done over and above your responsibilities. It shows a potential employer what sets you apart from other candidates.

Some examples

· Exceeded a monthly target or customer service level by...

· Implemented an innovative staff reward system by…

· Initiated new sales product that resulted in an increase in customer base.

Professional Development/Courses Completed/Awards

· (point form) 

· Include knowledge of other languages

· Computer courses

· RSA,RCG

· Appropriate  memberships

· Accreditations

· School or other awards etc

Skills Developed

This will vary according to the role you are applying for and should be job related only and included if they are relevant and adding value to your application.

You may include relevant work experience gained at ICMS to date. (eg: Hospitality)

Personal Attributes

These are the skills that you or others perceive you as having that are generic and transferrable to any role/position. They may be life skills that you have gained or positive personal characteristics. Some examples: well organised, excellent communication skills, ability to lead a team, outgoing, sociable, shows initiative etc.

Referees

(most current to school)

Name of person 

Position in company/organisation

Contact details

Name of person 

Position in company/organisation

Contact details

Name of person 

Position in company/organisation

Contact details

Heading

Heading 2 

Title heading
Heading 3

· Bullet point 

· Bullet point 

· Bullet point 
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