Résumé
(Rez – u – may)
“Résumés after all, are like dating …. Some will like your resume; others won’t.”

Dick Bolles

The thought that you may not be liked because of your résumé is deterring, but it often occurs. Some people will like your style, skills and education but others will have a hidden agenda that you don’t qualify for!

Why write a résumé?

· You are reminded of your achievements

· You have the information when needed to apply for jobs
Where do I begin?

· Prepare a list of your Gifts, Abilities, Skills (GAS)

· Use verbs to assist in explaining yourself

· Have exact details of your past employers – name, job title and contact details 

· Have at least two (2) referees with their name, job title and contact details
How do I write the résumé?
· Be concise, relevant, interesting and brief
· Write only one (1) to two (2) pages
· Follow the job criteria
· Include any information that gives an explanation of your past responsibilities, achievements, reasons for applying for the position
· List your education qualifications – school levels, certificates and training courses that you may still be studying
· Emphasise your skills such as technology, driver’s licence if required, languages spoken, leadership qualities
What format do I use when writing up the résumé? 
· Use headings as this will help the reader work through the document and use a simple type face – Helvetica or Arial
· Put the most relevant information first. Job experience could be more important than your educational level

· K.I.S.S – Keep it simple Sally / Simon

· Use buff or white paper. Don’t be too creative with the paper as this could put the employer off!

· Type your résumé if your handwriting is not very legible
· Headings should be bold and clear

· Send the original of your résumé and copies of other documents such as references or school results

What is a covering letter?
· A covering letter is a request for an interview. It is a brief letter which address you application

· Your covering letter should be addressed to the person / company you are requesting an interview with
· Quote any specific job number at the start of your application. Make it bold and as a sub-heading so that it is obvious which job you are applying for

· Request an interview

· Sign your letters with ‘Yours faithfully’ if you only know the title of the person. Use ‘Yours sincerely if you know the person’s name

· Include your address and telephone number on every page of the application.
What is a Portfolio?
A Portfolio contains:
· Letter of request

· Résumé

· References (originals)

· Certificates / qualifications

· Photographs / examples

· Photocopies of the documents
Date 2008

Name of Employer

Address of Company 

Job / Reference  Number:
Application:


I am making this application for the position of ....................................................as advertised in ............... on the   .............. 2008. 

This position will allow me to extend the skills that I have acquired   .............................................................................................................................  
Currently I ................................................................................................................................................................................................................................................................
My..........................................................................................................................................................................................................................................................................

As...................................................................................................................................
I would welcome the opportunity to discuss further my suitability for the position offered at  ......................................................
Yours sincerely

Name

Details

Resumé 
Name
Address
Address
Telephone details
EMPLOYMENT OVERVIEW

KEY SKILLS

Excellent 

Highly developed 

Well organised 

Ability 

Proven skills in 

Acceptance in
Have 

Willingness to 

TECHNOLOGY SKILLS

EDUCATION: COMPLETED GRADUATE STUDIES

ADDITIONAL QUALIFICATIONS

PROFESSIONAL EXPERIENCE

OTHER INTERESTS

Referees

Name
Title
Address
Business telephone contact
Name
Title
Address
Business telephone contact
Name
Title
Address
Business telephone contact
