RESUME
PERSONAL DETAILS (You do not need to include nationality, gender, date of birth etc!!!)
Name:
Address:

Telephone:

Mobile:

Email Address:

SUMMARY (Including your transferable & personal skills)
Write a summary of yourself including attributes and skills that you have gained through your studies and your professional life. For example: Transferable skills - good communication skills, organised, good time management skills & Personal Skills - honest, reliable, friendly
EMPLOYMENT HISTORY

Starting with your most recent job!!!!
(Dates Employed): Company Name, Position Held

Duties:

(Dates Employed): Company Name, Position Held 


Duties:

(Dates Employed): Company Name, Position Held

Duties:

Example: 

Macro Café, Sydney

Assistant Chef

Mar 2004 – Apr 2006

Duties: Cleaning, washing dishes, simple food preparations

EDUCATION 
Starting with your most recent (Carrick)

Example: 
Advanced Diploma in Hospitality Management

Carrick Institute of Education, Sydney

Apr 2006 - Present

COMPUTER SKILLS

CERTIFICATES

Any other certificates that you have attained from previous jobs, or in your spare time
HOBBIES AND INTERESTS

REFEREES
You need two references from previous employers in Australia!! If you have not worked here, ask your teacher to act as a referee and a friend or a family member in Sydney who knows you well. 

Organisation:

Name:

Position:

Contact number:

Email Address:

