
Contact Details

	Name:
	

	Address:
	

	Phone:
	

	Mobile
	

	Email Address:
	


Profile

	Personal Summary:
	<Brief intro to your main skills set and your work ethic – no more than 1 quarter of the page – this is your chance to capture the reader, don’t waste it!>


	Technical Summary:
	<Optional – If applying for a job that asks for specific tools/application knowledge list this here – again no more than 1 quarter of the page>



Education/Qualifications

	Institution:
	

	City/Country:
	

	Qualifications:
	

	Completed:
	


If at all possible your Contact detail, Profile summaries and Education summary should all fit onto page 1
Relevant Employment History

Copy and paste the following section as required.  Start with your current/most recent job and work your way back.  Include relevant jobs in detail.  Other roles should be listed but do not give details.

Company Name




	PRIVATE
Start Date:
	

	End Date:
	

	Position/Title:
	<Very important to be clear on the role – do not use generic titles such as ‘Consultant’, ‘Manager’ or ‘IT Specialist’.  Be specific>

	Responsibilities/
Achievements:
	<Brief background on the company/project – not more than 1 paragraph>
<Brief description of your role>
· Bullet point of responsibilities and achievements

	Applications
	

	Languages
	

	Platforms
	

	Tools
	


Skill summary matrices are become more popular, however if you do include one, make sure it is relevant and not too extensive  Try to keep the skills relevant to the job you are applying for – do not list everything you know.

Skill Summary

The following Skills Matrix is an example only and you should change it to match your skills and experience levels.

	
	Years of Experience
	Last Used

	General Skills 
	
	

	Team Leadership & Management
	5
	2005

	Release documentation
	2
	2002

	
	
	

	Business Analysis
	
	

	UI screen design
	3
	2005

	Requirements gathering
	5
	2003

	
	
	

	Project Management Tools
	
	

	Microsoft Project
	5
	2006

	Suncorp Project Gateway
	2
	2005

	
	
	

	PC Applications
	
	

	MS Office
	11
	2006

	TOAD
	3
	2002

	SQL*Plus
	5
	2005

	XMLSpy
	1
	2004

	Visio
	3
	2004

	

	
	

	Other
	
	

	HTML (Coding and reading)
	6
	2006

	XML  (Coding and reading)
	2
	2004

	CSF Documentation Logic (reading and testing)
	2
	1998


	Non Technical Skills:
	Brief paragraph or bullet point detailing your non-tech skills such as:

· Team management

· Problem solving

· Analytical thinking

· Team motivation


	Other Info:
	List any qualification/awards/courses gained outside of work.  These should relate more  to your hobbies and activities outside of work> EG

· First Aid Course – Jan 2005
· Diploma in Dog Health and Wellbeing
· Soccer coach

· Scout leader

Try to think of things that would translate into the corporate world – for example Soccer Coaching and Scout Leading shows dedication, commitment, organization and leadership skills


Languages

	List any foreign languages that you know including level of competence.  Be honest.  Use the following competency levels:

· Fluent

· Good conversational

· Basic conversational


Interests

	List a few of your main hobbies and interests – it’s always a good idea to have something in here that shows that you have interests outside of work.


Referees 
List at least 2 professional referees
	Name:  <insert info here>
Company:  <insert info here>
Relationship:  <insert info here>
Duration of employment:  <insert info here>
Contact details

Telephone no:  <insert info here>
Alternative telephone no:  <insert info here>
E-mail address:  <insert info here>
	Name:  <insert info here>
Company:  <insert info here>
Relationship:  <insert info here>
Duration of employment:  <insert info here>
Contact details

Telephone no: <insert info here>
Alternative telephone no:  <insert info here>
E-mail address:  <insert info here>
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