[Your Name]
[Year 13 student, or your course and year] · [The kind of work you want]
[Town or suburb] · [you@email.com] · [021 000 0000]
[NZ citizen or resident, or your visa and the hours it allows] · [When you can work: days, times, school holidays] · [Driver licence, if you have one]
PERSONAL STATEMENT
[Two or three sentences: your year and school or course, two things you’ve done that fit this job, and the hours or kind of work you’re after. Change it for each job.]
KEY SKILLS
[Skills]: [Skill], [Skill], [Skill], [Skill]
[Tools]: [Software or equipment you can use], [Software or equipment]
EDUCATION
[NCEA Level 3 (in progress), or your tertiary course and year]	[Year you finish]
[School, and town]
1. [NCEA Level 2, with Merit or Excellence endorsement if you have one, and the year]
1. [Course endorsements, awards or results that fit the job]
1. [Subjects this year, if they’re relevant]
SCHOOL, SPORT AND VOLUNTEERING
[Team, club, group or school activity]	[Start month and year] – [End month and year, or Present]
[Your role: member, captain, volunteer, leader]
1. [What you did, with a number: “Coach 9 players aged 9 and 10 every Saturday”]
1. [The skill it shows an employer: handling money, working with the public, turning up]
[Volunteer work, Gateway placement or work experience week]	[Start month and year] – [End month and year, or Present]
[Your role]
1. [One line on what you did and how often]
WORK EXPERIENCE
[Job title]	[Start month and year] – Present
[Employer, or “Private families” for babysitting] · [Town]
1. [Casual and unpaid work counts: babysitting, a paper round, farm or family business work]
1. [What you were trusted with: cash, keys, children, customers, animals]
CERTIFICATES AND LICENCES
[First aid, food safety or another certificate], [Who issued it]	[Year]
REFEREES
1. [Name], [Teacher, coach or employer], [School or organisation] · [Phone] · [Email]
1. [Name], [How they know you] · [Phone] · [Email]
