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SUMMARY
Please provide 8-10 bullet points highlighting your skills and experience (1.5 max lines each).

Example:
· Strong interpersonal skills, able to liaise effectively with both internal and external stakeholders 
· Highly experienced in the coordination of executive communications
· Proven ability to provide executive business management 
· Ability to manage multiple deadlines in an efficient and time effective manner
· Friendly and professional demeanour
· Strong interpersonal skills, able to liaise effectively with both internal and external stakeholders 
· Highly experienced in the coordination of executive communications
· Proven ability to provide executive business management 
· Ability to manage multiple deadlines in an efficient and time effective manner
· Friendly and professional demeanour

EDUCATION AND QUALIFICATIONS
Year – Qualification – Institution  
Year – Qualification – Institution  
PROFESSIONAL PROFILE
Organisation:		ABC
Position:		Account Manager 
Timeframe:		October 2017 - Present

Provide a brief summary of the business, example:
ABC provides recruitment solutions within the Public and Private sectors. ABC is a Darwin based company that fills rolls nationally throughout Australia. 
Duties Include:
· 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:		Recruitment Consultant
Timeframe:		February 2015 – October 2017 

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.
Duties included:
· Organising and providing administrative support to the Managing Director
· Maintaining, managing and filtering emails
· Responding to and streamlining all emails and/or correspondence 
· Take minutes, edit and circulate final copies to all participants of meetings
Achievements:
· Streamlined correspondence processes ensuring faster response times
REFEREES

[Name]
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Example:
Joe Blogs
Assistant Director
face2face
02 6163 7500
joe@f2frecruitment.com.au
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