[Your Name]
[The job you’re applying for, e.g. Casual Team Member]
[Suburb, State] · [you@email.com] · [04XX XXX XXX]
[Work rights, e.g. Australian citizen] · [When you can work, e.g. weekdays after 4 pm, weekends and school holidays]
ABOUT ME
[Two or three lines: your year level or course, the kind of job you want, and one or two things you’ve done that show you’d be good at it. Change it for each job.]
EDUCATION
[VCE, HSC, QCE, SACE, WACE or your course], [Year level]	[Year you started] – [Present, or the year you finished]
[School, TAFE or university]
1. [Subjects that relate to the job, e.g. Business, Hospitality, Food Technology]
1. [Awards, leadership roles, school teams or captaincies]
SKILLS
[Job skills]: [Customer service], [Cash handling], [A tool or program you can use]
[Personal qualities]: [Reliable], [Teamwork], [Quick to learn]
WORK EXPERIENCE, VOLUNTEERING AND ACTIVITIES
[What you did, e.g. Work experience student, Volunteer, Team captain]	[Month and year] – [Month and year, or Present]
[Organisation, Suburb]
1. [A task you did, with a number if you can: “Restocked 6 aisles each morning”]
1. [Something that shows a skill the job ad asks for: cash handling, teamwork, reliability]
[School activity, sport, volunteering, or informal work like babysitting or mowing]	[Month and year] – [Month and year, or Present]
[Club, school or who you did it for]
1. [How often, how long, and what you were trusted with]
EMPLOYMENT
[Job title]	[Month and year] – Present
[Employer] · [Suburb, State]
1. [Any paid job, even a few hours a week. No paid work yet? Delete this section.]
1. [What you did, with a number if you can: “Served about 60 customers a shift”]
CERTIFICATES AND TRAINING
[First aid, food safety, Bronze Medallion, Working with Children Check…], [Who issued it]	[Valid to month and year]
REFEREES
1. [Name], [Job title], [Organisation] · [Phone] · [Email] · [How they know you: e.g. my coach since 2024]
1. [A teacher, coach, supervisor or someone you volunteered for, not a relative] · [Phone] · [Email]
