This resume template is a guide for you to use – fill in the areas indicated to complete your resume.
[Insert your name here]
[Insert: Address]





0000 000 000 (mobile)
[Insert: Address]





[Insert: email address]
PROFILE:

[A summary designed to capture the attention of the employer – an example is below]

A highly organised and conscientious individual with a background in Human Resource Management. Degree and MBA qualified with a proven record in generalist and specialist roles, successfully delivering operational effectiveness and strategic direction. An effective team player with strong interpersonal skills and an ability to build relationships at all levels. Pro-active with an eye for detail, able to prioritise to meet conflicting deadlines. Flexible approach to work and prepared to take on new challenges. 
QUALIFICATIONS:

Current
[if relevant, insert current studies including name of course, institution, start date and proposed end date]
Past
[Insert all education completed in the past, including name of courses, institutions, start and end dates]
CAREER SUMMARY:

	Job 1
	Title
	Start date – End date

	Job 2
	Title
	Start date – End date

	Job 3
	Title
	Start date – End date

	Job 4
	Title
	Start date – End date

	Job 5
	Title
	Start date – End date


CAREER HISTORY:

	Job 1
Begin with your current or latest job.

[Insert start date and end date including months]
	Company XYZ Limited
[Insert name of employer including brief description of the business]


	[Insert company location]

	
	
	

	
	Responsibilities:

	

	
	· [Insert primary responsibilities.  Use a different dot point for each responsibility.  Use as many dot points as you feel are necessary.]
	

	
	· 
	

	
	· 
	

	
	
	

	
	Achievements:

	

	
	· [Insert primary achievements in this role.  Use a different dot point for each achievement.  Use as many dot points as you feel are necessary.]
	

	
	· 
	

	
	· 
	

	
	
	

	
	
	

	Job 2
[Insert start date and end date including months]
	Company ABC Limited
[Insert name of employer including brief description of the business]


	[Insert company location]

	
	
	

	
	Responsibilities:

	

	
	· [Insert details here]
	

	
	· 
	

	
	
	

	
	
	

	
	Achievements:

	

	
	· [Insert details here]
	

	
	· 
	

	
	· 
	

	
	
	


	Job 3
[Insert start date and end date including months]
	Company DEF Limited
[Insert name of employer including brief description of the business]


	[Insert company location]

	
	
	

	
	Responsibilities:

	

	
	· [Insert details here]
	

	
	· 
	

	
	
	

	
	Achievements:

	

	
	· [Insert details here]
	

	
	· 
	

	
	· 
	

	
	
	

	
	
	

	Job 4
[Insert start date and end date including months]
	Company HIJ Limited
[Insert name of employer including brief description of the business]


	[Insert company location]

	
	
	

	
	Responsibilities:

	

	
	· [Insert details here]
	

	
	· 
	

	
	
	

	
	
	

	
	Achievements:

	

	
	· [Insert details here]
	

	
	· 
	

	
	· 
	

	
	
	

	
	
	

	
	
	

	
	
	


PROFESSIONAL DEVELOPMENT / PERSONAL INTEREST:

· [Insert details here]
· [Insert details here]
· [Insert details here]
REFEREES:

Available upon request
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Resume of [Insert name here]


