[Your Name]
[The job title you’re applying for]
[City or suburb] · [you@email.com] · [021 000 0000]
[linkedin.com/in/your-name] · [Work rights: NZ citizen, resident, or your visa and its end date] · [Driver licence, if you have one]
PERSONAL STATEMENT
[Two or three sentences: who you are, the experience you bring and the kind of role you want. Rewrite it for each job so it answers what the ad asks for.]
KEY SKILLS
[Skill area]: [Skill], [Skill], [Skill], [Skill]
[Tools]: [Software or equipment], [Software or equipment]
WORK HISTORY
[Job title]	[Start month and year] – Present
[Employer] · [City]
1. [A result, with a number if you can: “Cut average wait time from 6 minutes to 2”]
1. [Something you did that matches a requirement in the job ad]
1. [Who you worked with or led, and how many: “Trained 14 new staff”]
[Job title]	[Start month and year] – [End month and year]
[Employer] · [City, Country]
1. [Overseas employer? Say in a few words what it does and how big it is]
1. [Two to four points per job; fewer for older or less relevant jobs]
EDUCATION AND QUALIFICATIONS
[Qualification], [Subject]	[Year]
[University, polytechnic or school]
1. [Overseas qualification? Add how NZQA assessed it, if you have an assessment]
CERTIFICATES AND LICENCES
[Certificate or licence], [Who issued it]	[Year]
INTERESTS
1. [Optional: volunteering, sport or community work, especially in New Zealand]
REFEREES
1. [Name], [Job title], [Employer] · [Phone] · [Email] · [How they know you]
1. [Name], [Job title], [Employer] · [Phone] · [Email] · [How they know you]
