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RESUME (say rez-you-may)

When you go for a job it is a good idea to have a résumé. A
résumeé is a piece of paper with your personal details, study and
work history written on it. It should be on A4-size paper - that's
the size of this leaflet when opened out.

When you apply for a job, you should send in a copy of your
résumé with the letter (make sure you only send in a photocopy
as it could be lost in the mail).

A résumé has your name, address and phone number, as well
as your education and work details. These details should
emphasis your skills - as this is what the employer wants to
know about. You may have achieved these skills through jobs,
part-time courses, hobbies or community work.

When you are listing jobs always start with the latest one.

Limit your résumé to one or two pages. Make sure your
work and education details are on the front page.

On the next page is a copy of what an easy résumé looks like.
Remember for different jobs you may have to do a different
résume.



RESUME

NAME: Jo Citizen
ADDRESS: 2 Pott St

FERNWAY SA 5212
TELEPHONE: (08) 8666 6006
EDUCATIONAL BACKGROUND:
(If you have done any part - time courses list them all)
Newmarket TAFE
May-June 96 Business Studies (10 Weeks). Included

keyboarding, records handling, workplace
communication, cash control.
1996 Year 10 completed
SUBJECTS RESULTS
English ...
Maths
Economics ...
WORK HISTORY
(Put in any part - time work or any work experience you have done.)
August - Sept 97 Adds up Accounting Service, word processing,
front desk reception, mail delivery, helping staff

with clerical tasks during busy periods.

(Include your hobbies, skills and interests if they can help you in anyway with the
job you are applying for).

HOBBIES: Reading Computers
Volunteer community work Football

(Put your references last)
REFERENCES: Ms K Smith

6 Pott Street
FERNWAY SA 5212

PLEASE KEEP THIS FOR FUTURE USE




Get two or three letters (references) from people who know you
and who know what you can do. Do not forget that these
people must know you and be willing to say good things about
you, as many employers will ring up or write to them to ask
about you.

Make sure you always have your résumeé on a separate piece of
paper from the one you use to write your letter applying for a
job.

If you need any extra help finding information to help you get a

council or Centrelink can give you details.


http://www.centrelink.gov.au/internet/internet.nsf/3f4a8c0972793f0eca25651d001da65d/f90a87bcf2524ea6ca256536000bcce6?OpenDocument
http://www.centrelink.gov.au/
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