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PROFESSIONAL SUMMARY


In this section give a 3-4 line introduction to yourself. It’s kind of like a mini cover letter or elevator pitch – change it for each role that you apply to depending on what the advertisement is looking for. E.g.: 

An intrinsically motivated individual with a professional background in Call Centre Operations and Customer Service Management, displaying excellent leadership and organisational skills, resulting in the optimum functioning of the organisation and the consistent achievement of customer service standards.

FORMAL EDUCATION


List any tertiary qualifications here (regardless of the year) and any other relevant education or formal training that you have had which is still relevant. List no more than 4, so pick ones that are most relevant to the position you are applying for. E.g.:
· MBA, Melbourne University 2012
· Bachelor of Business, Melbourne University 2005
· Certificate in Executive Leadership & Governance, Rooks Business School 2018
KEY SKILLS OR KEY ACHIEVEMENTS SUMMARY 

The first page of your resume is absolutely critical, so it’s important to have your key details on the first page. (Don’t save them for pages 2, 3 or 4 because they may never be read). This section here is really up to you – what you want to call it and what you want to have listed. Possible headings could be Key Skills, Key Achievements, Career Overview (or highlights) etc. Again, what you list here is up to you and should be tailored to highlight your relevancy to the position you are applying for. E.g.:

· Strategic manager with experiencing managing across multiple continents: currently responsible for 480 staff across 12 sites and eight countries. This includes the running of day to day operations, performance of all sites as well as performance versus budget.
· Results driven strategic leader: Implemented specific strategies based on long-term company goals. This saw financial performance of my region improve by 9% (2018), 11% (2019) and 15% (2020).
EMPLOYMENT HISTORY


Example Company | 2016 - Present

Contact Centre Manager – Health & Wellness
Give a brief 2 – 3 line introduction explaining to the reader what the organisation does.

Primary Duties & Responsibilities – you can’t list everything you did in the job, so pick the most relevant 6-8 duties/responsibilities. The 6-8 you choose may depend on the role you are applying for.
· Here list your 6 primary duties and responsibilities. 
· Here list your 6 primary duties and responsibilities. 
· Here list your 6 primary duties and responsibilities. 
· Here list your 6 primary duties and responsibilities. 
· Here list your 6 primary duties and responsibilities. 
· Here list your 6 primary duties and responsibilities. 
Achievements – you must list your achievements in the role. Pick the most impressive.
· Here list your 3-4 achievements you made in the role 
· Here list your 3-4 achievements you made in the role 
· Here list your 3-4 achievements you made in the role 
· Here list your 3-4 achievements you made in the role 
Repeat the above for each position. However the details of your last few roles are the most relevant, so the details for roles 8+ years ago only need to be minor. Even for Executive roles, your resume should not exceed 4 pages, with many candidates now prefer a 2-3 page resume which is more of a “snapshot”.
REFERENCES

List two professional references here. If you can it suggests you are confident of a good reference. 

