Resume
Personal Details:

Address: 

Contact number: 

Email: 

Education:

Date- Date

Name of Qualification



Name of institution
(List each qualification, usually putting the highest level of tertiary qualification first. Always list the institution you gained the qualification from)
You can also format this as a table; for example:

	Date of Study or Graduation
	Name of Qualification
	Institution

	
	
	

	
	
	


Memberships:

Year of Admittance

Professional membership
Transferable Skills:

· Bullet points of your key transferable skills – those you can take across a range of roles
· This can include practical skills, communication skills, and your level of proficiency with specific computer programs or applications
Work Experience:

Date to Date (most recent role)
Company Name – Position Title
Date to Date (next most recent role)
Company Name – Position Title

Scholarships and Awards:

· Bullet point any main scholarships or awards you have received at tertiary level
· Do not include school level awards unless you feel they are particularly prestigious or relevant to the role
Personal Interests:

· Concise information that gives the reader some information about who you are
· Hobbies, interests, sports etc

Volunteer Work:

· Concise information about any volunteer work, community service or unpaid work experience hours that you undertake on a regular basis
Referees:
Note: There are two options for this section:

Option 1:

You can list your referees with their name; title; contact details and the role in which they supervised you
You should highlight whether they are a personal or professional referee – a professional referee should always occupy a higher position in the organisation than yourself – your manager or an HR representative are good examples

Option 2:

You can state that your referees are “Available on Request”. This allows you to protect the privacy of your referees; remember giving a verbal reference is a time consuming process and one which most people do not like to have to do often.
Tips and Tricks: 
· Try to keep your CV to 3 pages or less.

· Never falsify any information on your CV

· Don’t provide a copy of certificates or academic transcripts with your CV. Rather add a note in your cover letter or after your “Referees” section saying that these can be supplied on request

· Try to make your CV your own – re-name the headings we have used here if you like but the most important thing is to have your education and key skills listed on the first page. 
