[Your Name]
[The job title you’re applying for]
[Suburb, State] · [you@email.com] · [04XX XXX XXX]
[linkedin.com/in/your-name] · [Work rights: Australian citizen, permanent resident, or your visa and its work conditions] · [Driver licence, if relevant]
CAREER SUMMARY
[Two or three sentences: who you are, what you offer and the role you want. Use the job ad’s own words where they’re true for you, and rewrite it for each job.]
KEY SKILLS
[Job-specific skills]: [Skill], [Skill], [Skill], [Skill]
[General skills]: [Teamwork], [Communication], [Problem-solving]
EMPLOYMENT HISTORY
[Job title]	[Start month and year] – Present
[Employer] · [Suburb, State]
1. [A result, with a number if you can: “Cut invoice processing time from 5 days to 2”]
1. [Something you did that matches a requirement in the job ad]
1. [Who you worked with, supported or led, and how many]
[Job title]	[Start month and year] – [End month and year]
[Employer] · [Suburb, State]
1. [Two to four points per job; fewer for older or less relevant jobs]
1. [Unpaid or volunteer work counts too, if it’s relevant]
EDUCATION AND TRAINING
[Qualification or course], [Subject]	[Year completed]
[University, TAFE, RTO or school]
1. [Little work experience? Move this section above Employment history]
LICENCES AND CERTIFICATES
[Licence or certificate], [Who issued it]	[Valid to month and year]
VOLUNTEERING AND INTERESTS
1. [Optional: volunteering, community or sport, especially if it relates to the job]
REFEREES
1. [Name], [Job title], [Employer] · [Phone] · [Email] · [How they know you: e.g. my manager, 2021–2024]
1. [Name], [Job title], [Employer] · [Phone] · [Email] · [How they know you]
