Full Name Here
Job title or occupation here
022 123 4567
youremail@email.com
City where you live or address (your choice, full address not necessary)


This is where you can write your personal statement or professional overview. Keep it short, sweet, and to the point. Include details relevant to the job you are applying for or true to who you are as a person and employee. 

Keep this section to two short paragraphs with two to three sentences max. Succinct and to the point is key. Feel free to let your personality shine. Recruiters like to get a feel for who you are and how you like to communicate. 


Key Skills, Systems & Strengths
· 
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· Key skill or system used
· Key skill or system used
· Key skill or system used
· Key skill or system used
· Key skill or system used
· Strength
· Strength
· Strength
· Strength
· Strength




Education 

Institution Name 1 
Qualification
Date Achieved, Location

Institution Name 2 
Qualification
Date Achieved, Location




Experience
Month 2022 – Present
Job Title 
Company Name (& location if relevant/not obvious)

Short overview of the role in two to three sentences here, if the role or company requires it. Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat.

· Your bullets should be your day to day responsibilities 
· Include approx. 5 bullet points to summarise your role
· You can include a few extra if your role is particularly complex 
· Keep you bull points to one line (if too long, start another bullet or shorten)

Achievement: Highlight key achievement(s) after the bullet points. Keep this to a couple stand out achievements at most. 

Reason for leaving: Recruiters often ask why you left a role, including it here can save time during the screening process. This is an optional addition.  


Month 2020 – Month 2022 
Job Title 
Company Name (& location if relevant/not obvious)

Short overview of the role in two to three sentences here, if the role or company requires it. Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat.

· Your bullets should be your day to day responsibilities 
· Include approx. 5 bullet points to summarise your role
· You can include a few extra if your role is particularly complex 
· Keep you bull points to one line (if too long, start another bullet or shorten)

Achievement: Highlight key achievement(s) after the bullet points. Keep this to a couple stand out achievements at most. 

Reason for leaving: Recruiters often ask why you left a role, including it here can save time during the screening process. This is an optional addition.  





Month 2018 – Month 2020 
Job Title 
Company Name (& location if relevant/not obvious)

Short overview of the role in two to three sentences here, if the role or company requires it. Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat.

· Your bullets should be your day to day responsibilities 
· Include approx. 5 bullet points to summarise your role
· You can include a few extra if your role is particularly complex 
· Keep you bull points to one line (if too long, start another bullet or shorten)

Achievement: Highlight key achievement(s) after the bullet points. Keep this to a couple stand out achievements at most. 


Additional Tips: 
· Include up to 10-15 years of experience, or your last 3 jobs
· If you have more experience, you can write: Additional work experience available on request
· Optional to include: References available upon request. Do not include referee contact details on your resume. All recruiters or hiring managers should request permission to contact and at that point details can be provided. 
· Optional to include: Interests or volunteering experience. If you do include, suggested to put as the last section on your resume. If your interests/ volunteering experience are relevant to the job, then include.  

