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Brief Summary

A brief summary detailing your career, capabilities and qualifications at the top of your resume. When writing a resume summary statement, be sure to include information on how you can add value to the business. Usually 3-4 lines of text is enough
Education / Qualifications

Secondary


School Attended 



Exanimation completed 

Year qualification was obtained
Qualification:

Name of institution

Bachelor, Diploma or Certificate

Year qualification was obtained 
(repeat as needed)
Computer Skills:

List the software packages here; advise if advanced, Intermediate or basic)


Any specialist tools, applications, cloud based technologies
Employment History (from most recent to least)
Name of Business
Job title

location






Date from- to date finished
Key Functions of role:
· Use bullet points

· Provide a list of responsibilities

· Make sure all the functions of the role are included

· List roughly 10 responsibilities

· If you had reports list how many

· You will think of lots of things to write

· Make sure you write all your responsibilities

· Don’t leave anything out!

· Better to have too much than not enough

· Even things you think may not be important may get you an interview
You may also want to list your achievements (optional)
· Any awards you won
· Were there any highlights in your role?

· Did you meet budget?

· Did you implement a new system? 

· Maybe improved the quality of something

· New ideas brought to the company which added value

(Now repeat this for every major role you have had in your career)
Employment History (from most recent to least)

Name of Business

Job title

location






Date from- to date finished
Key Functions of role:

Key Functions of role:

· Use bullet points

· Provide a list of responsibilities

· Make sure all the functions of the role are included

· List roughly 10 responsibilities

· If you had reports list how many

· You will think of lots of things to write

· Make sure you write all your responsibilities

· Don’t leave anything out!

· Better to have too much than not enough

· Even things you think may not be important may get you an interview
You may also want to list your achievements (optional)

· Any awards you won

· Were there any highlights in your role?

· Did you meet budget?

· Did you implement a new system? 

· Maybe improved the quality of something

· New ideas brought to the company which added value

References
Always suggest “Available on request”…. Never give them up front.
This Resume is not to be distributed without the express permission of Ben Easaw
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