CONFIDENTIAL RESUME

FOR

“INSERT NAME HERE”
Location: Canberra

Mobile: 

Email:     
Security Clearance: 
OVERVIEW

Please write 10 – 12 Bullet points regarding your experience in your selected field.  These should be tailored to each position you are applying for.  Each point should be no more than one and a half lines in length.  Write your resume in the third person.
· Example - Kate has over 20 years’ experience working within the recruitment industry at a local and national level.

· xxx

· xxx

· xxx

· xxx

· xxx

· xxx

· xxx

· xxx

· xxx

· xxx

· xxx
EDUCATION & QUALIFICATIONS
EDUCATION/COURSES/TRAINING

Year completed - Name of certificate - Name of institute
Example:
2005 – Certificate III Occupational, Health and Safety - TAFE
2004 – Excel for Beginners Course
2003 – Bachelor of Business – University of Canberra

2001 – Diploma in Human Resources – Canberra Institute of Technology

1998 – Certificate II in Business Administration – Canberra Institute of Technology
TECHNICAL SUMMARY

If you know how to use any computer programs, operating systems, languages (computer) or hard/software, please list them here.
PROFILE

When writing your profile, please list your current job first and then work backwards.

Organisation:
Company for which you worked
Position:
Your job title
Timeframe:
Month Year – Month Year (or Present)

Write something about the project or company. This should only be one to two small paragraphs.  This will help people put your skills into context.
Duties include:
· List your duties in bullet points.  Ideally each point should not be longer than one and a half lines long.
Achievements:
· This can be added to each role.  It should include only 1 or 2 achievements
Example:
Organisation:
face2face Recruitment
Position:
Recruitment Consultant
Timeframe:
February 2005 - Present

face2face supplies recruitment solutions to Government and Private organisations predominantly in ACT. face2face specialise in ICT, Business Support and Scribe services, covering both private and government organisations.
Kate’s role as Recruitment Consultant requires providing high level support to the Account Managers.
Duties include:
· Schedule interviews with Account Managers
· Complete reference checks on suitable candidates

· Format resumes with the face2face template
· Manage Consultants appointments with client and candidates
· Provide feedback to unsuccessful candidates
· Provide articles for Social Media
· Provide resume assistance to candidates
· Register candidates on face2face’s CRM, TRIS
Achievements:

· In the two years with the company Kate increased revenue by 113%
Organisation:

Australian Taxation Office

Position:
Account Manager

Timeframe:
August 2002 – January 2005
Paragraph about what the company does.  The Australian Taxation Office main role is to collect taxes. 

Duties included:
Achievements:
Organisation:
All Homes 
Position:
Office Manager

Timeframe:
April 1999 – August 2002
All Homes is responsible for displaying and advertising houses for sale and rental properties around Australia.

Duties included:
Achievements:
Referees:

You can choose to enter 2 referees here, or say referees provided on request.  If you decide to enter your referees’ details, please make sure you have asked their permission to be a referee.  It is also a good idea to let them know what types of roles you are applying for, so that they can answer questions in context.
Kate Waterfall

Project Manager

face2face Recruitment

kate@f2frecruitment.com.au
02 6175 6011

Peter Butcher

Supervisor

All Homes

peter@allhomes.com.au
02 6375 2222

