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JANE SMITH
	Mobile
	0400 000 000

	Email
	example@f2frecruitment.com.au

	
	

	Availability
	XX Weeks’ Notice OR Immediate

	Security Clearance
	ie. Baseline, NV1, None

	Citizenship


	ie. Australian Citizen / Permanent Resident / Visa

	Current Police Check
	Date issued (Delete if you don’t have one)
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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 (referring to yourself by name, rather than ‘I’). 

· Your overview is where you can include personal attributes, describing your personality and other soft skills that won’t be listed in the body of your resume. Use these bullet points to really sell yourself.

Example:
· Jane has extensive experience in administration roles within the private sector
· Jane has an open and engaging personality well suited to many environments
· Expert skills with MS Office, including Excel and Powerpoint

· A proactive worker with the ability to work with minimal supervision

· Flexible and adaptable to build and maintain strong working relationships

· Jane has excellent time management skills and copes well under pressure

· Jane learns and picks up new skills very quickly with minimal training required

· Jane possesses a positive ‘can do’ attitude, always willing to go the extra mile to complete what is required and more

Education & Qualifications
List education history in reverse chronological order in the following format:
Year – Name of Certificate/Qualification – Name of Institution

Example:

2012 – Certificate III Business Administration – CIT

2011 – Year 12 Certificate – Canberra College
Technical Summary

List any computer programs, operating systems, languages, etc here
Example:
· Expert skills with the Microsoft Office Suite

· Experience using IAMS (Integrated Asset Management System) Database

· Experience using The CRM (Customer Relationship Management) interface

· Experience using Call Logger

Languages

If you speak any languages other than English, list them here. If not, delete this section.
Example:
· Fluent in Spanish
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)

A small paragraph should be included here to add some information about the project/company. This can help put your duties into context.

xxxx’s duties included:
· Write short, sharp bullet points to describe your duties (1 line each) 

· Write each point in third person (referring to yourself by name, instead of ‘I’)
· For current position, write in present tense and for previous positions write in past tense
Achievements

· If applicable, add 1-2 achievements to the role. Ensure you remain speaking in third person.
Example:
Organisation:

face2face Recruitment
Position: 

Executive Assistant
Timeframe: 

July 2014 - Current
face2face supplies recruitment solutions to Government and Private organisations predominantly in ACT. face2face also from time to time have roles for Melbourne, Sydney, UK, Switzerland and NZ.

Jane’s duties include:

· Organising and providing administrative support to the Managing Director
· Maintaining, managing and filtering emails
· Responding to and streamlining all emails and/or correspondence
· Diary management

· Organising travel and functions
· Take minutes, edit and circulate final copies to all participants of meetings
Achievements:

· Streamlined correspondence processes ensuring faster response times
Organisation:
XYZ Phone Company Pty Ltd

Position:
Administration Assistant

Timeframe:
June 2013 – January 2015

XYZ Company is a locally owned telecommunications company that provides fixed telephone, mobile and internet services to ACT residents and businesses.
Duties included:

· Assisting in the writing of business reports

· Maintaining the IAMS (Integrated Asset Management System) database

· Maintaining the CRM (Customer Relationship Management) interface

· Writing MS Powerpoint presentations for company meetings

· Ordering and maintaining office supplies

· Filing and digital document management

Achievements:

· Redesigned the digital document management system for ease of use

Organisation:
ABC Real Estate
Position:
Receptionist

Timeframe:
January 2012 – June 2013

ABC Real Estate is a local boutique real estate agency, specialising in property management.
Duties included:

· Answer, screen and transfer incoming telephone calls

· Meet and greet visitors

· Scheduling appointments and property viewings
· Filing

· Mail management
Achievements

· Received an internal company award for outstanding effort
Hobbies & Interests 

List any hobbies or interests that you have here
Example:
· Jane enjoys playing netball in her social team
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.

Example:
Kate Waterfall

Project Manager

face2face Recruitment

kate@f2frecruitment.com.au

02 6175 6011

Jane Doe

CEO

face2face

02 6163 7500

jane@f2frecruitment.com.au
OR
Referees provided upon request
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Month/Year

Email: example@f2frecruitment.com.au

