Please Delete Any Instructions And Red Writing Before Applying For Jobs
Full Name
Suburb, STATE Postcode
Email Address
Phone Number
Profile Summary
Add a small paragraph here. This section is an opportunity to briefly outline your previous experience and the type of opportunity you are seeking in your next role. It should be a short paragraph that highlights your key skills, industry experience, and career direction.
Example: I have over five years of customer service and administrative experience within professional services, including roles in an accounting firm and a law firm. I have a strong passion for assisting people and delivering high-quality support. I am now looking to move into a not-for-profit environment where I can utilise my skills in a full-time role while contributing to a purpose-driven organisation.
Skills
This section is where you list the skills and strengths you can bring to a role. Try to include a mix of hard skills and soft skills.
· Hard skills are practical or technical abilities you have learned through training or experience (e.g., Data Entry, CRM Systems, Invoicing, Cash Handling, Calendar or Scheduling management, Microsoft Office – Word, Excel, Outlook). 
· Soft skills are personal qualities that describe how you work with others and manage your tasks (e.g., Hardworking and reliable, Good communication skills, ability to work in a team and independently, problem-solving, Positive attitude).
Tip: Look at the job advertisement and include skills that match what the employer is asking for.
· Add both hard and soft skills here (recommended 6-8 dot points) 
· Skill 1 
· Skill 2
· Skill 3
· Skill 4
· Skill 5
· Skill 6
· Skill 7
· Skill 8
Employment History
Role Title  								Month YYYY – Month YYYY
Company Name
Key Responsibilities
List your main duties. Focus on tasks that are relevant to the role you are applying for.
• Responsibility 1
• Responsibility 2
• Responsibility 3
Role Title  								Month YYYY – Month YYYY
Company Name
Responsibilities
List your main duties. Focus on tasks that are relevant to the role you are applying for.
• Responsibility 1
• Responsibility 2
• Responsibility 3
Role Title  								Month YYYY – Month YYYY
Company Name
Key Responsibilities
List your main duties. Focus on tasks that are relevant to the role you are applying for.
• Responsibility 1
• Responsibility 2
• Responsibility 3
Qualification/Certifications
List any formal courses, qualifications, or certifications you have completed. Include the institution and year of completion.

Course or qualification from Institution Name			
Completed YYYY

Course or qualification from Institution Name			
Completed YYYY

Clearances 
List any required clearances or licenses, including the expiry date if applicable. For example, Police Check, Working With Children, CPR, White Card, MR Truck License, etc. 
· Clearance 1 – Expiry date
· Clearance 2 – Expiry date
· Clearance 3 – Expiry date
· Etc.

Referees
Provide at least two professional referees who can speak to your work experience and skills. Include their full name, position, company, and contact details. 
TIP: Always ask permission from your referees before listing them. Choose referees who are familiar with your work performance and achievements. Use professional contacts (managers, supervisors, or colleagues) rather than personal references.

Alternatively, some people choose to write “Referees available upon request” if they prefer to provide contact details later.

Referee 1
Full Name:
Position:
Company:
Phone Number:
Email (optional):

Referee 2
Full Name:
Position:
Company:
Phone Number:
Email (optional):



