	
	RESUME PROFORMA

	Personal details
	Name:

Address:

Telephone:                                  Mob:

DOB:

	Objective
	e.g. To achieve full-time employment that includes on the job training to further enhance my employability skills and enables entry level to my career aspirations.



	Employment experiences
	List employment and work experiences from most recent to oldest.

e.g. 

Tyrells Wines, Chatswood: Wine promotions part-time from Aug – Sept 2003



	Skills Development
	This is the time to really think about your skills.

Commercial e.g. successfully completed Business Communications and Technology as part of my senior program

Typing speed of 

Completed Responsible Service of Alcohol course SQIT July 2004-08-25

Team work, Creativity and Innovation

List all the activities, subjects and awards you have received here for the past 3 years.  Include sporting, youth achievers etc



	Senior School Studies
	List your school, subjects and final achievement or latest semester results.



	Personal
	List here anything else that tells and employer about you.

E.g. Drivers license, strong interests, community activities



	Referees
	At least 2. Preferably a past or current employer and another who could discuss your character, commitment, motinvation etc.  Don’t forget to ask permission.  All you need is their name, title and telephone number.




