Name











Address, State, Postcode

Phone, Mobile, Email

Objective

In this section outline what type of employment opportunity you are seeking. Be specific and direct. If you are applying for a particular job, write an objective that meets the criteria of that position. Example:  Position as a senior sales manager within an advertising or marketing role, where I can utilise and build on my sales and management skills.  
Key Strengths 

The aim of the section is to give the person reading your resume a quick snapshot of what you have to offer in the hope they instantly place you in the short-list pile. As a guide, six points is good but there is no real rule. Another tip, be specific. I see a lot of "Excellent Communication Skills" but what does that mean? Here are some examples: 
· High level computer skills including Excel, Word and Powerpoint 

· Five years experience in customer service both face to face and phone based 

· Strong business development capabilities with European experience 

· Experience developing sales and marketing collateral 

· Active public speaker 
Employment History 

Date-Date
Your Position Title  
Organisations Name 

You may wish to give a brief on the organisation, describing the main activity or focus. Also give a summary of your role within the organisation.

Key Responsibilities 

· Give examples of your key responsibilities
· Be specific and direct 

· Don’t go for long lists

· Avoid stating obvious duties 

Key Achievements 
· You may also like to include any key achievements

· These may be changes you have implemented 

· Targets you have reached 

· Or recognition or awards you received 

2006-2009
Sales Manager   
Global Web Media 

Global Web Media is a medium sized business focused on providing online advertising solutions to businesses. In my position as Sales Manager I was responsible for managing the sales team and our client portfolio to achieve best possible results. 
Key Responsibilities 

· Develop and execute sales strategies  
· Maintain and strengthen a large portfolio of clients 
· Coach, mentor and motivate sales team
· Manage sales budgets and set targets
Key Achievements 
· Increase profit margin by 25%
· Increased client portfolio by 15%
· Awarded Excellence in Sales 2008
Education and Qualifications 

In this section outline any relevant qualifications you have. You may wish to start with the highest qualification first.

Date – Date
Qualification Gained 



The name of the Registered Training Organisation 
1996 – 1999
Bachelor of Commerce – Majoring in Marketing 



University of Sydney 
Hobbies and Interests 
Some people choose to include their hobbies and interests to give the reader an idea of the types of activities they enjoy outside of work. 

· Waterskiing 

· Rock climbing 

· Cooking 

· Travel 

Referees 

Some people choose to list their referees, while others may write “available on request”

Name: 
Joanne Citizen 

Company: 
Global Web Media

Title:

General Manager 

Relationship:
Reported directly to Ms Citizen 

Phone: 
(02) 4880 0000
