Resumé 
(This is a sample of one type of resume.

You can use this as a starting point to research and design your own.)
Name:

Address:

Phone number: 
Career Goal (optional)

Education and Training

1996 – 2002 
 Anywhere High School



 Any Street, Suburb 2010


 2002
 SCHOOL CERTIFICATE
                     Subjects


Results 
Short Courses/Other Qualifications 

Example
2001 - Coffee Shop Essentials     Granville College of TAFE  

 



 Duties: Serving a variety of products

                                      
 Understanding coffee bean varieties 

                                         Grinding coffee beans

                                                   Operating an espresso machine
Employment History:

Casual Work

Example

1999– Present 


 Pizza Hut, Parramatta

 Duties: Customer service

 cash handling

 Manager/Contact: Mr B Kind

 Phone: 0410 030 300

Home Duties

Example

1998 – Present


 Family Home






 Duties: Carpet cleaning

                              

 dish washing, lawn mowing.

 Contact: Ms R  Mum

 Phone: 0410 030 300

 Parent/Contact: Mrs C Mysurname

 Phone: 0410000300

Employment Related Skills

Communication Skills

· I speak clearly and confidently.

· I can use appropriate language for the situation.

· I can pass on messages, repeating important details if necessary.

Practical Skills 

· I have always been punctual to class.

· I can take care of my personal needs.

· I can manage my own bank account.

· I can answer the telephone correctly.

· I can use an answering machine.

Technological Skills
· I can select and use appropriate equipment to complete a task.

· I can demonstrate safe working practices.

· I can care for and maintain equipment.

· I am able to use the following computer software programs

· Microsoft Word

· I am able to use the Internet to find information. 

· I can use email.

· I can send faxes.

Social Skills

· I am polite and courteous.
· I can work co-operatively with others.
· I am able to work with others in the workplace.
Leadership Skills
· I participated in peer support programs.

Physical Skills

· I was a member of the School Soccer Team (2000 - 2002).

· I have participated in school athletics carnivals/ swimming carnivals 1995 - 2002.
Special Achievements and Awards:
Student of the week (2002).

Certificate of Merit for Recycling (2002).
Hobbies and Interests:
Swimming

Reading
Referees
Mr B Cool



                    Ms M E Employ

Year Adviser





Manager KFC

XX High School




Suburb    1234                                       
Phone:  3333 9961



          Phone: 5555 2324
