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[Resumé template]
Resumé
Full name

Company name

Contact details

Contact telephone number:

[(area code) number]
Mobile telephone number:



Email address:



Full residential address:


Postal address:



Career objective

[Give a short summary of the kind of work that you do and the skills you have developed.] 
Employment history
[You might list all the jobs/positions and/or voluntary work you have done. List each job by the year you started and the year you ended work there. Start with the most recent job/position you have held.]
[month year - month year]
[Name of the business]
[Indicate the work experiences and results]
· [skill]
· [skill]
[month year - month year]
[Name of the business]
[Indicate the work experiences and results]

· [skill]

· [skill]
[month year - month year]
[Name of the business]
[Indicate the work experiences and results]

· [skill]

· [skill]
[month year - month year]
[Name of the business]
[Indicate the work experiences and results]

· [skill]

· [skill]
[month year - month year]
[Name of the business]
[Indicate the work experiences and results]

· [skill]

· [skill]
Education

[Start a list of the highest and most recent qualifications you have and end with the last year of high school that you completed. If you graduated from high school, write down the last two years of your high school certificate.]
[Year gained degree]
[Name of course or degree]
[Name of TAFE or University]
[Year gained degree]
[Name of course or degree]
[Name of TAFE or University]
[First year - last year]
[Full name of secondary school]
[State]
[Name of Certificate]

Short courses
[Name of educational institution or company sponsored training. List as many as you can, including professional bodies e.g. MFAA, CPA, FPA, etc. (provide copies of certificates if available)]
· [List Title of the course, and the date it was awarded]
Relevant skills

[List the most important skills that you have gained from your paid or volunteer work, or education (e.g. outstanding customer service)]
· [skill]
· [skill]
Special achievements

· [Give the title and date for any work or skills related awards you may have achieved] 
Referees

[Try to supply contact details for three people that you have recently worked for either in a paid or volunteer work or teachers you have studied with at school, TAFE or university. Note: it is not necessary to provide references as they will be checked by phone if required.]
Full name
Position title, Business or educational institution
(area code) phone number
mobile phone number

Full name
Position title, Business or educational institution
(area code) phone number
mobile phone number

Full name
Position title, Business or educational institution
(area code) phone number
mobile phone number
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