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Resume Writing

Your resume or CV is your chance to personally sell yourself to a prospective
employer by highlighting why YOU are the very best candidate for the job.

If your resume lets you down you don’t get another chance!

How should you structure your resume?

A resume for the Australian jobs market will be very similar to that in your own country.
It is a document to prove that you are suitable for the jobs you are applying for and
should be designed to clearly show your experience, qualifications and skills.

There is no specific format you should use however it is advisable to cover the
following areas:

Personal details

You should include your name, address, phone numbers and email address. Ensure
you have a professional sounding voice mail message and an appropriate email
address as opposed to sexylegs@email.com which does not give a professional
image. It is not necessary to include details about your marital status, nationality or
driving licence.

You should keep your resume updated with your Visa status if you are in the process
of applying for an Australian Residency Visa.

Personal statement

This is the most important part of the resume and is designed to capture the attention
of the reader and encourage them to read further. It is in this section that you need
to highlight your professional attributes and tell the potential employer how you will
apply these in your new role. Do you have anything unique to offer the employer? If
so, this is where you should write about it. You should try not to use more than 60
words in this section.

Work Experience
List your work experience in reverse order — starting with the most recent first.
Provide your job title, the name of the company, location and dates of employment.

Follow this with details of your key responsibilities and achievements in this role
preferably using basic bullet points.
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Education

List details of your education and professional qualifications starting with the most
recent first.

Skills

List information about IT packages you have used, foreign language skills or any
people management experience you have. How can your skills benefit your
potential employer? Give examples of how you have successfully used your skills
to make improvements in the past.

Hobbies and Interests

This is an optional section. It can give the employer an insight into your personality
and what motivates you, as well as indicate how well you will integrate into a team.

References
It is sufficient here to write ‘available on request’
Choose a simple and clear layout

Employers spend around 20 — 30 seconds looking at your resume so it must be
easy to read and important information must stand out.

Break your resume up into clear sections using a bold or contrasting font, or a
simple line. When selecting your font try to use Arial or Times New Roman. These
fonts are easy to read and widely recognised. The risk of using anything fancier
is that the recipient’s computer may not have these fonts installed and so convert
them to another style which may be unsuitable or unreadable. The same is true
for anything you add to your resume such as bullet points. Always keep the style
simple to ensure it arrives in a readable format.

Spelling

It is essential that spelling and punctuation are perfect. Any errors show a lack of
care and attention which is a negative quality in a candidate and is likely to lead
to you being cast aside.

How long should my resume be?

Your resume should be no longer than 2 A4 pages, any longer than this and it is
likely the potential employer will lose interest. However avoid trying to cram as
much into two pages as possible using smaller font — this will make it difficult for
the employer to read and have the same effect as a long resume. To avoid this
don’t use a font size smaller than 11pt.
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Example Layout for Resume

John Smith

4 South Avenue Date of Birth: 22/02/1978

Newtown Phone: +44(0)7999988866
Manchester email: John Smith@yahoo.co.uk
M13 4BE

Personal Statement

Excellent verbal communicator, a strong team member, focused, self motivated, passionate, and energetic in all tasks undertaken. Stimulated by and
thrive in an environment with a diverse group of people. | enjoy using my initiative.

| am organized, dedicated and highly ambitious in my mission to achieve my maximum potential in any role.
Work Experience
Alfred Perry & Partners Manchester May 2003 — April 2008

Alfred Perry & Partners is a firm of accountants dedicated to providing tax and accountancy solutions to the Medical Profession. Their aim is to alleviate
doctors from the burden of preparing and calculating all tax computations and deal with Inland Revenue correspondence on their behalf. They have
thousands of satisfied UK and overseas doctors as clients.

Job Title: Head of Office Administration
My role was to organise the day to day requirements of the office and the people working in it. Required an efficient and professional attitude to ensure
all relevant jobs were completed accurately and on time.

Controlling budgets in relation to staffing levels and expenditure of office equipment or office needs.

Organising and recording all post received daily and sending to correct departments in the organisation, dealing with any immediate
problems that may arise from the daily post and coordinating with any staff regarding processing post in.

When a new tax legislation or budget was released from Parliament, it was my job to update all stored legislation so as a reference point
for all accountants in the company to be up to date regarding any matter.

Completing mail merges to clients, with regards to delicate information specifically for a client but overseeing a total mail merge of over
3000 people.

Creation and completion of a client database covering past & present client’s information. This required a fine eye for detail to ensure
accuracy and up to date relevant details.

Alda Stores Manchester September 2000 — April 2003
Alda is one of the top 3 Supermarkets in the United Kingdom and has over 300 outlets across England & Wales.

Job Title: Stock Controller

Required the smooth flow and control of sales across UK. Necessitated thorough time planning, proficient organizational skills and consistent
monitoring of current stock.

Using a planned advertising campaign to distribute and promote the latest products..

Ensuring stock levels will meet demand for a product and securing delivery of products.

My main achievement was the constant ability to achieve budget during periods of slow business by promoting and demonstrating the product to
customers.

Education
Manchester High School September 1993 — July 1997

9 GCSEs, 1 x grade A*, 5 x grade A including English, Mathematics and Dual science and 3x grade C
Manchester High School Sixth Form College September 1999 — May 2001

2 Alevels Business Studies B
English

Key Skills

Computer Skills
Wholly conversant with Internet & e-mail, fantastic working knowledge of Microsoft office.

Communication Skills:

Excellent Verbal communication both in person and over the phone, can confidently speak to groups of people fluently. Capable of producing clear com-
prehensive reports as well as other formal written

communication.

Team Working:

Strong team member who can collaborate in a team calmly and utilize skills within the group to the best possible use .This was demonstrated constantly
during my time at Alda Stores, creating the value that “teamwork solves problems”.

| feel teamwork is a great way of getting jobs done effectively and a significant and central method of getting to know new people while still learning
from the experience gained working with new and

unfamiliar faces.

Hobbies and Interests
Keen interest in being proactive with the opportunities available to me.

| read to broaden my knowledge and am interested in keeping fit and healthy.
My main passion is listening and creating music while also playing football for a local premier league team.

References
Available on request
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