Full Name

Street Address
Suburb, City, Postcode
Phone: 
Email: 

Personal statement

This should be a small, one paragraph statement that mentions your greatest strengths and very briefly covers your range of work experience. 

[bookmark: _GoBack]Work history

Company Name
Title of specific positions held
Date Started – Date Ended
· List each category of job duties as a specific bullet point.
· Try to keep bullet points to 5-6 per job.
· More recent jobs generally hold more weight, so put more emphasis and more job duties into more recent jobs. 
*   This is also a great place to show special awards or accolades earned. Use them as a standard or special bullet point, like this asterisk here. 


Company 2 Name
Title of specific positions held
Date Started – Date Ended
· Keep the same format as above
· Slightly fewer bullet points for older jobs
*   Special Projects or awards can be designated with a different bullet style 


Include as many companies as the employer asks for. A “Full CV” typically means to include your entire work history. Otherwise, include positions with relevant experience or if you don’t have any yet, the last 5-10 years of work experience.





Education and Training

Institution Name
Major or area of focus
Date Began – Date Completed/Ended
· Briefly explain what the qualification is and what kind of courses it included. 
*   As with Work History, special awards or achievements can be designated with a special bullet point. 

Include all tertiary schooling and any qualifications earned in the same format. If you have no tertiary schooling, include secondary schooling. 


Personal interests and activities

While not necessary, including a short paragraph about personal interests can help show your personality and what kind of person you are. If included, try to keep this positive and avoid divisive topics that could make you sound unsuitable for the company or position.


Referees

Name
Referee Position
Referee’s Company
Phone Number
Email address

Name of 2nd Referee
Referee Position
Referee’s Company
Phone Number
Email address

Try to include 3 referees at a minimum. Include as much information as possible, but if something is not known, simply omit the unknown section. 

