RESUME

Personal Details

NAME:
[Insert Christian and Surname]

ADDRESS:
[Insert Full Address]

TELEPHONE:
(M)


(H)


(W)


NOTES:
DO NOT list your work telephone number if you do not wish to be contacted in the office. 


If you can take discreet calls in the office, include (PLEASE BE DISCREET) after the number.


Ensure you check/update your personal answering machine/voicemail messages to sound professional.

EMAIL:
[Insert Email Address]
NOTE:
If your email address is a nickname or fun tag, set up a separate email address for your job search which includes your name.


Remember it should be an address that you have access to regularly check emails.

LANGUAGES:
[Insert if relevant and state level of fluency]
Education

[For lawyers, include date of admission to practise, in which State and means of obtaining admission.

For example, Admitted to practise in Victoria 14 February 2006, College of Law 2005]

Tertiary Education:

[date to date]
[Insert name of Institution]


[Insert Course Title]

NOTE:
If partially completed, state what portion completed and an anticipated completion date.

Secondary Education:


[date to date]
[Insert name of Secondary School]


[Insert Qualifications/Year Level Obtained]

Awards and Achievements:


[List academic achievements, awards, scholarships and their details]

Professional Qualifications & Memberships


[For lawyers, include details of practising certificate]

Employment History

[month & year to 

month & year]
[Insert Name of Current/Most Recent Employer] [Insert location]


[Insert Position Title]


[Insert Division/Area of Law or your Specialties]

NOTE:
If you specialise in more than one area of law, consider putting a percentage breakdown of time spent working in each specialty to give a future employer a clearer understanding of your exposure and capabilities


If the employer is not likely to be easily recognisable, give a brief description of the size of the firm/team and specialities and even refer to their website if available.

[Insert a brief description of the different work and your duties. For example:

· any supervisory responsibilities
· types of matters
· marketing initiatives
· type of corporations represented.]

NOTE:
Avoid lengthy, wordy paragraphs. Use bullet points to set out main duties and any highlights.

[month & year to 

month & year
[Insert Name of Previous Employer] [Insert location]


[Insert Position Title]

[Insert Division/Area of Law or your Specialties]
[Repeat as above]

Computer Skills

· [Insert a list of your computer competencies]

Achievements

· [Insert a list of any achievements]
NOTES:
Achievements need to be relevant to your experience.


Eg List details of any presentations given or papers written / Financial achievements against budget or client billings / Marketing initiatives you introduced.


Any courses undertaken.

Interests

· [Insert a list of any personal interests]
NOTES:
Many professionals will ask if it is necessary to include outside interests. More and more companies have implemented programs of work/life balance and like to know that their staff are well rounded as well as have an ability to network.
Referees

[refer to the Guide at the beginning of this document in relation to including Referee details]

NOTES: Some additional sections that are optional could be:

Career Objectives (a brief statement setting out your career plan)

Key Professional Skills (a snapshot of 4 or 5 key skills that you can bring to the role to benefit the employer).

