Resume


FirstName LastName 
Address:

Postal Address (if different):
Telephone:



Mobile:

Email:




Date of Birth (optional):
Skills & Knowledge (relevant to the job you are applying for)
	· 
	· 

	· 
	· 

	· 
	· 

	Licenses
	

	· 
	· 


Employment History
Jan 2004 – Mar 2006



(example only)
Receptionist 
Business & Employment 
Skills/Duties: 
Answering telephones, filing and customer service. 
Date/Year



Position
Employer
Skills/Duties: 

Date/Year



Position
Employer
Skills/Duties: 

Date/Year



Position
Employer
Skills/Duties:
First Name:



Last Name:  
Education/Qualifications
Year Completed: 1996




(example only)
Institution: Reece High School 

Qualification Obtained:  Completed Year 10
Year Completed:
Institution:
Qualification Obtained: 
Year Completed:
Institution:
Qualification Obtained: 
Personal Attributes
	· 
	· 

	· 
	· 

	· 
	· 


Hobbies and Interests
	· 
	· 

	· 
	· 


Referees
	Name
	Name

	Position
	Position

	Organisation
	Organisation

	Telephone (B/H)
	Telephone (B/H)

	Telephone (A/H)
	Telephone (A/H)

	Mobile
	Mobile
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