Candidate’s Name (Don’t change font size)

Street address, 
City,
 e-mail address 

phone number, mobile number 

Personal Summary
This is recommended as an introduction. It should be no more than 2 paragraphs long and outline what your qualities are, ethics, culture and what you bring to the company if hired.
Job Summary

Optional and only needed if you have a very long work history. This allows the employer to view quickly which previous positions you worked in that are relevant to the role you have applied for. It also gives them a very quick idea of what you have done without going through your CV or your need to go back too long. Make sure this is in the same sequence as your jobs further in your CV.

When you include dates in a CV make sure you include the months. This could be the difference of a job for 1 year or 2. (Manager – 2006 – 2007, looks like you were there for 12 months or less. It could be in the employers mind that the reason you left out the months was to hide a negative, so their thoughts are already negative towards your CV. December 2006 – Jan 2007 only 2 months or Jan 2006 – December 2007 shows it was actually 2 years)

	Company
	Position
	Dates
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Education

June 2003
University of Auckland   
                               
 

Candidate for Master of Business Administration, concentration listing

· Activities such as clubs. Format Officer title, Club name; Club name

· Certificate programs listed

· Additional activities, awards, honors

May 1996
Undergraduate Institution        
  


Bachelor degree description, concentrations
· Achievements, honors 

· Thesis, study-abroad program, etc. Keep this section concise.
EXPERIENCE
Company name, Inc. (This is small caps style) 
May 2000-Jan 2008       
  

Title, Division or Subsidiary if applicable

An optional line describing company’s business, to help recruiter contextualize bullet points.

Responsibilities

· Each bullet should describe responsibilities and achievement. Can use multiple phrases. Each bullet should be 1-3 lines long. Group responsibilities and activities logically to the reader
· List bullets in the order starting with one that broadly describes your job from the 10,000 feet level.
· Proceed with additional bullets that drill down to key responsibilities, describing the activities with action verbs, using little passive tense (is, are, there is, were accomplished). Try to include numbers to quantify your achievement

Achievements
· Each bullet should describe achievement. Can use multiple phrases. Each bullet should be 1-3 lines long. Group achievements and activities logically to the reader
· Remember these achievements are what sets you apart from other applicants and are the main reason why the employer wants to see you.
· If you have statistics make sure you use them. Be careful not to give away any sensitive and confidential information. Grew business by 35% over 2 years or increased EBIT by 24% or successfully won 5 projects worth $1.5m or finished project on time and under budget saving the company $500k. 
· The above statements should be making the employer intregued as to how you did this and needs to find out as this is what they are looking for. 
· Remember if you do not tell them in your CV they will never know.
Reason for Leaving – It is vital to let the employer understand your reasons forleaving a role. It is best they understand rather than come to their own conclusions. This will be asked so why try and hide it?
Repeat this for every job remembering to keep it to bullet points and make sure when someone who does not know you fully understands what you have written and that the information is clear and precice. Before sending your CV to an agency or employer make sure you show it to friends and family for comment asking them if they understand what you have achieved.

There is far too much confusion on how long a CV should be. If you have had many jobs over the years and this is possible if you have been in construction as many roles are project driven then use the chart at the start of this template. This allows the employer to review your history quickly. After 4 jobs or 10 years it may be better to just detail the company, role and dates with a couple of achievments.
SKILLS AND ACTIVITIES
· Group like items together. Maybe one line for special computer skills, licenses, languages

· Lump personal hobbies or activities into 1 line. Don’t make it too long. Remember, this is a resume.

Main points to remember:
· Do not to use lines or fancy text/fonts. 

· This can be distracting to the reader.
· Use the whole page. Do not have heading on the left and then text starting half way across the page as this only loses space and makes your CV look longer than it really is.

· Font size should be around 10 or 11 in size and never use italics

· Always bold your headers to highlight them but do not use colour as this can distract the readers eye.

· Keep it simple and always include your responsibilities and achievements using bullet points.

· Do not include information that is commercially sensitive and confidential even if you are asked during an interview.

· Do not over exaggerate your achievements. A good interviewer will find this out quickly.

· Always state why you left your last role.

· Make sure your CV makes sense to someone who does not know you. Get friends and family to read it and get them to ask you questions based on what they have read.

· Always include the months with the dates of employment.

· Do not include references in your CV although make sure you add that references are available if required. This prevents anyone from calling your references without your permission.

· Make sure you do not start a position description on 1 page and then continue to another. If possible without leaving a huge gap in the above page drop it down and start at the top of a new page.

This template is to be used for suggestion purposes only and has been devised based on personal experience. 

Top and bottom margins at 0.7”.  Left and right at 0.75”. 





You can decrease size to 10.5 or 10. 11 is ideal. But be consistent through the resume.








You can decrease size to 10.5 or 10. 11 is ideal. But be consistent through the resume.














