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Resume Template 

Important Points to Remember:

· Arial 12 point is the easiest font to read on a screen

· Most clients don't necessarily read a resume in detail – you should provide a resume that scans easily and presents a compelling value proposition in a condensed format

· If using a recruitment firm to assist you most will have to remove your contact details and paste your resume into a referral format.  This is made much more complicated when you use strange formatting and lots of tables etc.  If you want to make the best impression – keep the formatting straightforward.

· Remember – your resume is a sales pitch, not just a chronology.  You should be able to demonstrate your value and the solutions you offer through achievements so that a potential employer is enticed to meet with you.  Making a resume too vague, or relying on assumptions of competence by the reader is a recipe for a frustrating search process.

· Five by Five – Try to keep your resume succinct, ideally 5 pages long and detailing the last five years of your career.  If you have lots of skills you should include a skills matrix as a supplemental table at the back of your resume.

· Keywords – remember many companies use search tools to scan resumes and to search for skills.  Make sure you use industry standard terms and keywords to ensure your resume comes up in searches.

Name:


xxxxxxxxxxxxxx

Contact Details:

Address:


xxxxxxxxxxxxxx

Phone:


xxxxxxxxxxxxxx

Mobile:


xxxxxxxxxxxxxx

Email Address:

xxxxxxxxxxxxxx

Linked In profile link:
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Professional Portfolio:
http://www.xxxxxxxxxxxxxxxxxxxxxxxxxx.com.au
Next Career Objective: 

Here you should describe you career goal in terms of title, responsibility and the skills you wish to develop in your next position

Summary of Core Skills:

Here you list the core skills you bring to the party (try to keep it down to top 5 – 8 skills.

Career History:

Curent Role Title:

xxxxxxxxxxxxxx

Current Employer:

xxxxxxxxxxxxxx

Period



From:

xxxxxxxxx

To: 
xxxxxxxxx

Description of role, including:

Skills used, summary of major responsibilities, management responsibilities (if applicable)

Key / Notable Achievements:

· Dot point summary of the wonders you worked in your role

Curent Role Title:

xxxxxxxxxxxxxx

Current Employer:

xxxxxxxxxxxxxx

Period



From:

xxxxxxxxx

To: 
xxxxxxxxx

Description of role, including:

Skills used, summary of major responsibilities, management responsibilities (if applicable)

Key / Notable Achievements:

· Dot point summary of the wonders you worked in your role

Curent Role Title:

xxxxxxxxxxxxxx

Current Employer:

xxxxxxxxxxxxxx

Period



From:

xxxxxxxxx

To: 
xxxxxxxxx

Description of role, including:

Skills used, summary of major responsibilities, management responsibilities (if applicable)

Key / Notable Achievements:

· Dot point summary of the wonders you worked in your role

Curent Role Title:

xxxxxxxxxxxxxx

Current Employer:

xxxxxxxxxxxxxx

Period



From:

xxxxxxxxx

To: 
xxxxxxxxx

Description of role, including:

Skills used, summary of major responsibilities, management responsibilities (if applicable)

Key / Notable Achievements:

· Dot point summary of the wonders you worked in your role

Education and Professional Development Summary:

Tertiary Education (most recent first)

Institution:


xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Course:


xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Period:
From: 
xxxxxxxxxxx


to: 

xxxxxxxxxxxxx

Award achieved:

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Institution:


xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Course:


xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Period:
From: 
xxxxxxxxxxx


to: 

xxxxxxxxxxxxx

Award achieved:

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Institution:


xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Course:


xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Period:
From: 
xxxxxxxxxxx


to: 

xxxxxxxxxxxxx

Award achieved:

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Secondary Education:

Institution:


xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Course:


xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Period:
From: 
xxxxxxxxxxx


to: 

xxxxxxxxxxxxx

Award achieved:

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Profession Courses & Accreditations:

Body:


xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Course:


xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Period:
From: 
xxxxxxxxxxx


to: 

xxxxxxxxxxxxx

Award achieved:

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Professional Memberships:

Body:



xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Membership Detail: 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Hobbies & Interests:

Details of your relevant hobbies and interests.  Please take care not to include details that could be grounds for discrimination or misconstrual.

See me in the Blogsphere:

List of URLS for Blogs you contribute to that could contribute to a client's appreciation for your professional expertise.  Again, discretion should be used.

Respect – Search & Selection

Skills Matrix Template

	Skill
	No of Yrs Exp
	When last used
	Rating

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Hints:

Break down skills into logical groups, i.e.

Infrastructure,

Operating Systems

Packages

Tools

Development languages

Ratings:

Make the scale meaningful

1 – I can spell the technology, user level exposure with simple experience

5 – Super User level of expertise, can solve mid-level tech issues

7 – Highly competent, can develop complex solutions

10 – Could, if asked, write the manual

