9/07/2009

*Insert Name*
Address: 

Mobile: 

E-mail: 

USING THIS TEMPLATE:

Please be aware that this is only a suggested template, you can design and tailor it to suit yourself. All information on it was taken from the Look Like a Pro advice page and put into the relevant sections – DELETE WHAT YOU DON’T USE! 

The grey areas are for you to type over, do not leave the writing in. The black writing is headings which you may leave in if you choose. GOOD LUCK

Career Summary

Example: A highly motivated and professional company executive actively involved in major projects to increase business and maintain good customer relations. Extensive training and application in customer service, team building, motivational skills, staff training /coaching, and marketing strategies, with a main focus on gearing business to a profitable income. 

Career Objective

This is your opportunity to connect all your skills, experience, traits, and job requirements with the ones your potential boss is seeking. Make sure you read our section in Look Like a Pro titled “Make sure you do your research!!”, this will help you pick out exactly what the employer believes he needs. If you have been sent a job description, this will tell you EXACTLY what the employer is looking for.

Example: I am seeking a position as a marketing specialist in a growing, environmentally conscious company that will utilise my current skills in the development of advertising and other marketing materials and website design and writing. At the same time, I hope to gain experience in market research, Internet competitive analysis, and market segmentation.

Major strengths:

Some Examples:
· Working across 3 continents instilled the ability to adapt and influence within any environment

· Energy and motivation to work in a fast-paced, challenging and changing business environment

· Creating fresh new ideas for successful planning and seeing through creative ways to increase business potential within a company, as well as for clients and stakeholders

· Ability to promote change, to deliver or recommend mentoring and training to facilitate that change 

· Strong internal and external customer results focus

KEY COMPETENCIES (REVERSE THIS WITH QUALIFICATIONS IF MORE IMPRESSIVE)
Some Examples:
· Excellent communication and interpersonal skills

· High level of creative problem solving skills
· Excellent multi tasking capabilities

· Ability to make quick decisions where crucial
· Exceptional relationship management skills

· Innovation and creativity

· Ability to build & maintain solid business relationships

· Strong leadership skills

· Flexibility to work with a diverse range of personalities

EDUCATION AND ADDITIONAL QUALIFICATIONS (PUT THIS SECTION FIRST IF MORE IMPRESSIVE – SEE SCRIPTS ON THE BEMYBOSS SITE)
List all your relevant qualifications – majors, minors, degrees, certificates and their dates of attendance, or year of certificate if you have many. You could split them up into formal qualifications and training programs so that you can also list those skills you learnt on-the-job.

AWARDS, ACCOLADES AND OTHER RECOGNITION (alter this to suit which ones you are using)

This shows some of your personal achievements and a great way to demonstrate your personality traits. This is also different and interesting so is more likely to catch the eye (please don’t include this title if you do not have any!). Some of the different types you may want to consider are; Class President, Secretary of the Debate Club, Scholarship Winner, and College Economics prize winner.  

PERSONAL ACHIEVEMENTS
This shows some of your personal achievements and a great way to demonstrate your

You can call this section what you want and some prefer to have this at the beginning or the end, greatly dependant on how relevant this is to the job you are after.

This is your ‘brag’ area – use this section to write down anything which may raise the value of you as a potential employee in the employer’s eyes. 

A leading recruiter states “In this section, catching my eye recently are: volunteerism; involvement with philanthropic causes; publications; team and individual sports participation; leadership positions in school or community organisations (especially in resumes without an “Awards and Recognition” section) or even”, ‘I self-funded my college education by working part-time during all four years of school.” 

PROFESSIONAL EXPERIENCE

COMPANY NAME (Always start with the last company or the current company you are working for and work backwards) - COUNTRY
DESCRIPTION OF COMPANY: Start each section underneath the titles with a brief overview statement about what the company does; its sales, products, and customers, for example Drake Training is an International Training company which provides IT and Business Management Training, Educational Solutions and Consultation into businesses. This gives the reader an insight into your experience. 

	JOB TITLE – DATE RANGE

	WRITE A BRIEF OVERVIEW OF YOUR JOB DESCRIPTION HERE
Write an overall summary of what you did for this organisation tying in all skills, experiences and roles you played. This should be a short paragraph.
Achievements:
Write a list of “key contributions” or “key achievements.
Don’t just write, “Selling to customers on a national basis or I provided customer service.” You need to make these statements into measurable achievements and successes such as: “I increased new spenders to the business by 20% or by 20 new customers over a 1 year period.” or “I reduced accounts collectible by 80 percent.” or “My marketing campaign for the new product won two industry awards for effectiveness.” For even more information look at the “tips” box’s which you will pop up when you complete your profile.

Keep them to 4 – 6 max

Examples:
· Set budgets, targets and professional development programs for all staff which reduced sick leave and drastically increased individual performance
· Increased clientele relations which produced a 20% profit increase for annual intake
· Set up a continuous improvement program which consistently measures and monitors each division’s performance with a review process which incorporates all stakeholder feedback so that results can be presented to management accompanied by an improvement plan. Part of the success of this program was a multi-skilling objective which saw all divisions increase in productivity by 30% and unnecessary down-time by 20%.

· Personally up-skilled the entire business services division which resulted in an improved employee satisfaction of 50% 

· Set up and ran all audit / compliance procedures which led to the company becoming a “low risk” RTO as well as gaining ISO Quality Assurance Certificate

· Increased profitability of training programs by 30%

· Set up and ran network functions which won the company 2 new clients worth $30,000 




SECOND TO LAST COMPANY NAME - COUNTRY

DESCRIPTION OF COMPANY: 
	JOB TITLE – DATE RANGE


	JOB DESCRIPTION
Achievements:




THIRD TO LAST COMPANY NAME - COUNTRY

DESCRIPTION OF COMPANY: 
	JOB TITLE – DATE RANGE


	JOB DESCRIPTION

Achievements:

· 


FOURTH TO LAST COMPANY NAME - COUNTRY

DESCRIPTION OF COMPANY: 
	JOB TITLE – DATE RANGE


	JOB DESCRIPTION

Achievements:

· 


FIFTH TO LAST COMPANY NAME - COUNTRY

DESCRIPTION OF COMPANY: 
	JOB TITLE – DATE RANGE
	JOB DESCRIPTION

Achievements:

· 



SIXTH TO LAST COMPANY NAME - COUNTRY

DESCRIPTION OF COMPANY: 
	JOB TITLE – DATE RANGE
	JOB DESCRIPTION

Achievements:

· 


SEVENTH TO LAST COMPANY NAME - COUNTRY

DESCRIPTION OF COMPANY: 
	JOB TITLE – DATE RANGE
	JOB DESCRIPTION

Achievements:

· 
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