	


FIRST / LAST NAME	Comment by Alexandra L'Estrange: Include professional head/shoulders photo of yourself. Having a photo gives the receiver another piece of information to engage with and remember you by.[image: Image result for linkedin photo blank]

A: Address
E: Email
M: Phone



PROFILE
Four or five sentences that, at a glance, outline your level of experience, field of expertise and the scope and scale roles held.

QUALIFICATIONS	Comment by Alexandra L'Estrange: Listing Qualifications, Professional Development, and Professional Memberships provides insight into your personality, determination and ability as a candidate.

Always list from most recent to least recent, and provide year the qualification was completed and institute it was completed at.
	Institute Name
	Qualification Name, Year Completed

	
	



PROFESSIONAL DEVELOPMENT
	Institute Name
	Course Name, Year Completed

	
	



PROFESSIONAL MEMBERSHIPS
	Organisation Name
	Member, Years of Membership (i.e. 2002 – 2005)

	
	



CAREER SUMMARY
	Company Name
Primary Dates worked for company

	Job Title

	Company Name
Primary Dates worked for company

	Sub dates worked in specific role
Job Title

Sub dates worked in specific role
Job Title








[image: Image result for logo template]
EMPLOYMENT HISTORY 
Primary Dates 	Comment by Alexandra L'Estrange: Company Logo	Comment by Alexandra L'Estrange: Time period you worked at organisation
COMPANY NAME
Company Description	Comment by Alexandra L'Estrange: Include a short company bio including company ASX ticker, most recent stock price etc, location of operations.  
Job Title
Role Description	Comment by Alexandra L'Estrange: Include a recap of your role including metrics about the scope and scale of your role – reporting structure, team size, budget etc.
Responsibilities:
· Responsibility
· Responsibility
· Responsibility
Achievements:	Comment by Alexandra L'Estrange: Every achievement should be backed up by some figures, whether they be $ values or percentage increases.

These should be key achievements, so just list 4 or 5 of the achievements you are most proud of or contributed the most to. 
· Achievement 
· Achievement 
· Achievement
[image: Image result for logo template]
Primary Dates
COMPANY NAME 
Company 
Sub dates
Job Title	Comment by Alexandra L'Estrange: If you worked multiple roles within the same company, set out the information as ‘Sub Dates’ underneath the one company. 
Role Description
 Responsibilities:
· Responsibility
· Responsibility
· Responsibility

Achievements:
· Achievement 
· Achievement 
· Achievement

Sub Dates
Job Title 	Comment by Alexandra L'Estrange: Different role, still in same company.
Responsibilities:
· Responsibility
· Responsibility
· Responsibility

Achievements:
· Achievement 
· Achievement 
· Achievement
REFERENCES	Comment by Alexandra L'Estrange: If you prefer not to list them, “Available upon request” can go here instead.
	Name
Job Title
Company Name

	Contact Number

	Name 
Job Title
Company Name

	Contact Number

	Name 
Job Title
Company Name

	Contact Number
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