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Personal Summary
Briefly and generally describe your career objective: who are you? (what kind of professional are you?); what kind of person are you? what kind of position are you looking for? In what kind of industry? You can use job descriptions from positions you are applying for as inspiration for key words. Example:
I am a bubbly, hard-working teacher who is looking for a teaching position in community work. I thoroughly enjoy being around migrants, have a passion for teaching the nuances of English that are usually missed by other professionals in this field, and am enthused at the prospect of being a teacher at your community college. I believe my unique skills are the asset that you need right now.
Employment
DATES FROM – TO (month, year  or year only)
Job Title | Company, Location
[Describe your responsibilities using past tense verbs for employment that has finished, and present tense verbs for employment that is current and continuing. Describe the impact and result, but keep it short. Mention any achievements. Use industry-specific vocabulary. Use bullet points. Finish each sentence with a full stop.]
· Planned and delivered exciting and engaging lessons for a wide-ranging migrant cohort.
· Retained 90% of students each semester.
· Maintained a passing average of 98%.
DATES FROM – TO
Job Title | Company, Location
· Writing
· Writing
· Writing
Volunteer Positions
DATES FROM – TO
Title | Company, Location
[Write the same kind of information here that you did in the employment section, using bullet points]


Education
MONTH, YEAR
Degree Title | School, Location
[Only put your highest form of education here, such as university or tertiary college level. Do not include high school or primary school information.]
Skills
	· List skills here which are relevant to the job you are applying for. Use the job ad to guide you. You should include words like “excellent” or “strong” if these are strengths. However, if the job requires a certain skill which you aren’t very good at, write “basic”. Example:
· Strong interpersonal and communication skills
· Excellent attention to detail
	· Basic Microsoft Office skills
· 
· 


Referees
Available upon request.











	
JOHN SMITH | Email: john.smith@mail.com | Mobile: 0412 345 678

JOHN SMITH | Email: john.smith@mail.com | Mobile: 0412 345 678

image1.png
©@® 06




