
Writing a Resume

A resume - sometimes called a 'Curriculum Vitae' or 'CV' - is a summary of your skills, education and work experience. A good resume demonstrates how your skills and abilities match up with the requirements of a job.

FAQ

How long should a resume be?
Resumes give you the opportunity to sell yourself to a potential employer. A resume is not an exhaustive list – if it’s too long, it probably won’t get read at all. The best resumes are usually no longer than one or two pages.

Do I need to change my resume every time?
You should change your resume with every job application so that it lists the skills and experiences you have that are most relevant to the job you’re applying for. A tailored resume will be much more successful than a generic one, even though it means more preparation.

What if I don’t have much experience?
While things like your academic record and work experience are typical ways to show how suited you are to a particular job, these are not the only things you should include. There are other ways to demonstrate that you are the right persona for the job, including your:
· Personal traits – you’re an honest worker, you enjoy being part of a team
· Strengths – things you’re good at or enjoy
· Experiences – volunteering or extracurricular activities
· Key responsibilities and achievements – any awards or recognition that you’ve received either at school or for sport or in the community

How do I organise the information on my resume?
The structure of your resume will vary depending on your work experience and education and training background.

A resume usually sets out information in a reverse order – your most recent work experience and study details should be first on the list.

What do I include on my resume?
Here’s a brief rundown on the essential things to include on your resume.

Personal details
Full name and contact details including address, telephone number/s and email address.

Education and training
A summary of your education and training history starting with your most recent studies, making sure you include all training that’s relevant to the job you’re applying for.
Employment history
Start with your most recent work history and work backwards chronologically, listing the name of the employer, the job title, the dates you worked there and your responsibilities, tasks and achievements. Make sure you include everything that’s relevant to the job.

Skills and abilities
A list of the things you’re good at. These can be general skills or skills specific to a particular job. List them under broad headings such as ‘Communication’ and ‘Teamwork’.

Career objective (optional)
Tell the employer what type of job you want to end up with – this shows that you’ve given thought to your future career.

Interests (optional)
A list of your hobbies and interests – this gives employers more information about you and also shows other areas of your life where you’ve gained experience such as teamwork and commitment.

Referees
List people who can talk about how good a worker you are. Make sure you get their permission before including them on your resume. List their name, company name and occupation, and contact details. 



Sample Resume

This sample resume has been designed as a starting point for you to write your own resume. You can choose to leave out some sections and expand on other sections depending on your particular skills and experience. 

Tip # 1 - Your resume should be no longer than three pages. If it's longer there's a good chance that people won't want to read it. 

Tip # 2 - Be specific. When listing your interests, name the clubs (sporting/social/other) you’re a member of and any competitions you’ve participated in. 

Remember, your resume should include:

· Activities you’ve taken part in at school, in clubs or community groups, or even just with friends.

· Skills you’ve developed - not just at school, these can be skills you’ve learned from helping out at home or helping friends, teachers or relatives.

· Your leadership and teamwork experience - think about the roles you’ve played in groups you’ve joined, e.g. you may have strong leadership abilities or be great at following instructions, completing tasks or helping other people.

_____________________________________________________________________________________________

Use the following links to create your own Resume and Covering letter:
Common Drive>Careers/Work Experience>Student Blank Resume
Common Drive>Careers/Work Experience>Sample Letter to Employer
_________________________________________________________________________

RESUME CHECKLIST

After you’ve written your resume, and before sending it, go through this checklist:

 Proofreading 	Make sure there aren’t any spelling mistakes, typos or 
			grammatical errors.

 Tailoring	Make sure everything you mention shows how well-suited you are for the job you’re applying for.

 Presentation 	Make sure the resume is well laid out, easy to read and printed on clean, white paper in a standard font (such as Times New Roman, Arial or Verdana) and a standard size (10 or 12 point).

 Detail  	Make sure you’ve provided specific examples of your achievements and how you’ve used the skills you have.





Matthew Richards
 (
You don’t legally have to include your date of birth - it’s up to you whether you want to
) (
Provide your full name (or the name you like to be called) not just your initials
)D.O.B. 18.02.1997

 (
Provide your usual postal address, including the postcode
)Personal Details

 (
Provide your daytime phone number (home and/or mobile). Make sure your phone has a clear voicemail message or that there is someone available to take a message for you
)Address: 12 Orchard Grove, Greensborough 3088

Mobile: 0401 234 567

Email: matthew.richards@gmail.com

 (
Provide an email address (it looks more professional to use an email address with your name in it, rather than one you use with friends e
.
g
. 
sugar.coated@hotmail.com
)
)





 (
A career objective explains what you’re looking for and what you can offer. It shows that you’ve thought about what kind of work you want to do
Even if you’re just starting out, it’s good to write down what you would like out of a job and what’s the best thing you can offer
Keep it brief (one or two sentences). It can be written specifically to suit each job you apply for or it can
 
be more general to suit your overall career or job goals
)Career Objective (optional) 

I am seeking the opportunity to expand my skills, knowledge and experience in a junior role. I am eager to learn and open to tackling a range of tasks. I am a strong team player and always complete tasks to a high degree of quality and to deadline.


 (
Achievements
Include any formal achievements e.g. awards or certificates such as First Aid, a music or sport qualification
Now think about more informal achievements (things you’re proud of) based on your activities, hobbies and interests both in school and out of school e.g. clubs you belong to, tasks you help out with at home or in the community
Abilities
Jot down things that you do well (think about what other people say you’re good at – or better still, ask friends or family to make the list for you)
)Achievements & Abilities
· Completed basic first aid
· A team player, able to motivate
· Organised and pay attention to detail
· Take pride in work and always achieve tasks to high quality
· Knowledge and practical use of personal computer including word processing, spreadsheets, email and websites


Education & Employment
 (
You can list your subjects and results or just name the last year of school you completed (where and when) – it’s up to you
)Sample A
Education
Year 9, Montmorency Secondary College 2012

 (
Include any relevant work experience (position, name of employer and length of employment) and if relevant list skills and achievements for each job. Start with the most recent and work back from there
You can also include voluntary work
)Work History
After School Care Assistant (volunteer)
Eltham Primary School, 2011 to present
School Work Experience
Customer service and other duties
Greensborough Bakery


Sample B
Education
Year 9, Montmorency Secondary College 2012
English			Pass
History			Credit
Mathematics			Pass
Biology			Credit
Geography			Pass
Physical Education		Credit

Work History
After School Care Assistant (volunteer)
Eltham Primary School, 2011 to present
Core skills: assistance with activities, participation and creation of activities, answering phone, parent inquiries, cleaning, assistance in preparation of snacks, general administration

School Work Experience
Retail Assistant 
Greensborough Bakery

Core skills: customer service, cash handling, food handling, cleaning duties 

Interests
 (
Writing a bit about what you do in your spare time helps an employer get to know you. It’s another chance to draw attention to your abilities and achievements
Include things like team memberships, long-term interests and any informal training you’ve  done through a social club or community group
)
· Swimming
· School basketball team member – premiership team in 2009, 2010 and 2011
· Babysitting for neighbours
· Computer Club member
· Member Rock Eisteddfod Challenge 2010
· Member SRC 2010, 2011, 2012



Referees

Jenny Small
After School Care Manager, Eltham Primary School
Mobile: 0412 345 678

 (
Written references
Written references are very useful to add to your resume to highlight your skills. Ask potential referees to write you a reference that describes your best skills and qualities
) (
Including referees
Make sure you provide up-to-date contact details of your referees and always make sure you have permission before including them in a resume. 
It also helps to tell referees a bit about the job you’re applying for so they can think about how your skills and abilities will be relevant
) (
Who can be a referee? 
Someone who knows you well, like a colleague, team-mate, coach, mentor, teacher or another member of the community you’ve worked with or helped out
)Terry Underwood
Teacher, Montmorency Secondary College
Phone: 03 9422 1500



(Written reference enclosed)
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