
Monash Short Courses - Resume Template
Personal Details

Name:
Address:
Email address: 

Phone: 
(M)



(BH)



(AH)

Career Objective
Please write a brief objective to tell possible employers the type of employment you are looking for.

If you are submitting a resume to an employer it is advised that you adapt your objective to suit that employer and the role you are applying for.
Example:
With more than 5 years in the Office Administration field I wish to expand on my skills as an Office Manager. 
Qualifications

Please detail your professional qualifications that will relate to the role in which you are applying, including the dates of your course, the name of your qualification or training and the name of the training institute it was completed at. 

Example:


Certificate IV in Leadership and Management 
2014

Training Institute



Diploma of Leadership and Management 
2015

Training Institute



Public Speaking
 
2016

Training Institute



Professional Business Writing  
2016

Training Institute

Key Strengths and Achievements 
You may like to outline in dot points your key strengths, skills & knowledge and any major achievements in your career that may relate to this role.
Examples:
· Increased staff productivity by 15% by clarifying roles
· Increased customer satisfaction with customer service by 20% by implementing new phone guidelines 
Employment History
Please list your previous employment experience in order, beginning with your most recent position held. 

Please also include the following information:

· Business name
· Dates you were employed: from and to
· Brief description of company and role 2-3 lines is satisfactory
· List your main duties & responsibilities. 
· List any extra skills you have developed
Keep ALL information relevant i.e.project management, team leadership, process development etc.
Example:

Company Name

Date from – to

Job title

Eg.  ‘Company’ or, this division’s main area of work. (1-2 lines)

Your role  (2-3 lines)

Duties & Responsibilities:

Example 1

EMPLOYER:
COMPANY XXXX

Location (optional)
DATES:
July 2001- May 2007
POSITION:

Stores Person / Team Leader
Eg.  This role involved the coordination of receivables and despatch including the scheduling of deliveries and liaising with transport companies and customers   

· Check and prioritize daily purchase orders

· Pick/Pack stock

· Forklift Driving including loading and unloading trucks and put aways

· Conduct monthly stock take of consignment stock

· General scanning/filing of daily purchase orders

· Liaison with freight forwarder, internal staff and customers.

· Attend weekly customer meetings 

· Supervision of two staff members
Example 2

EMPLOYER:
COMPANY XXXX


Location (optional)

DATES:
February 1999 - July 2001
POSITION:

Storeman

Eg.  This role involved working within a team to ensure efficient and effective stock management and despatch
· Receive and despatch stock

· Pick/Pack stock using RF Scanner
· Fork lift driving
· Completing purchase orders and invoices

· Customer service and handling customer enquiries

Training
Please list any further study and training courses you have attended including conferences if relevant.
Example:
· Certificate IV in Workplace Training and Assessment

· Work Place Safety

· Effective Leadership Training

· Managing Small Teams in the workplace

Other Experience 

Please list any other work experience or volunteer work, or any position that you held that wasn’t necessarily Administration related but may be relevant. 
Eg. Volunteer Foreshore restoration group


Bunnings - Nursery department- Customer relations and advice, basic Garden design.  

Referees

Please provide contact details for at least 3 relevant referees. They should be people who have managed you in an administrative setting.  Please provide the following details:

(Referees should be advised before listed and again when they can expect to be contacted)
Example:

Name



Title



Company Name


Phone number



Email address

