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Professional Resume Basics

A resume summarises and highlights the most positive and relevant characteristics about you and your experiences. An employer may spend only 30-60 seconds scanning your resume, so make it clear, concise and targeted to the job or occupational field to which you are applying. 

The way you organise information in your resume will depend on your current situation and experience, the type of role you are applying for and employer requirements. Ideally you should try to have the information most relevant to the job you are applying for on the front page, and less relevant information towards the end of the resume. Information should always be presented in reverse chronological order (most recent to least recent).
Here is an example of the headings and suggested order you might use if you are applying for internships, industry based learning, work placements, vacation work or graduate positions. If you are making your first resume or starting from scratch, consider using the Resume Builder tool at http://deakin.careercentre.me/Quick-CV
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Personal Details
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· First and last name 
· Address

· Contact phone number

· Email address

· Link to LinkedIn profile page

Career Objective/Career Summary

Whether you choose to use a Career Objective or a Career Summary will depend on your personal preference and life stage. A Career Objective should be a concise 1 to 2 line statement identifying the type of position you are applying for, key skills or experience you have to offer, and what you hope to gain or achieve in the position. A Career Summary is a brief summary of career highlights and achievements that are relevant to the job you are applying for. Typically a Career Summary is more suited to people who have been working in their field for three years or more as they have more relevant experience/achievements to summarise. A Career Summary may be written in either paragraph or dot point form.
Education


· Degree title

· Majors (if applicable or relevant)

· Full name of university where you studied 
(Deakin University, not ‘Deakin’)

· Dates of study (including your expected completion
 date if you are currently studying)

· Major projects, research papers or achievements

Sometimes it may be helpful to include a selection of ‘key subjects’, where you might mention subjects/electives you have done that are particularly relevant to the job you’re applying for. 
Relevant Experience

In this section include any relevant experience you might have such as work placements, internships, volunteering or relevant part-time/casual jobs. This should be set out in the same way as you employment section and include:

· Job title

· Company name

· Dates you worked there (month and year)

· Position responsibilities/achievements

Employment
It is important to mention any employment experience you might have (full-time, part-time or casual) when you are starting out in your career, even if it isn’t directly relevant to the job you’re applying for. Employment of any type demonstrates that you are employable and have developed transferable skills, such as communication, teamwork and problem-solving. When describing responsibilities try to focus on any tasks you did in previous jobs that might be similar to those of the role you are applying for. This section should be set out the same way as ‘Relevant Experience’.
Skills

In your skills section you should pick 3 to 4 skills that you believe are important in the job you are applying for or if possible, use the skills asked for in the job advertisement. 
Create a sub-heading for each of the skills that you want to talk about. It is important to support your skill claims with evidence by giving specific examples of time and situations in which you have demonstrated the skill. 
The best way to do this, is to list 3 or more dot point examples under each subheading. Try to start each bulleted point with a verb to emphasise real life experience. Consider the best examples to use from work, study, volunteering or extra-curricular activities that demonstrate the skills you want to highlight.
Volunteering
In this section mention any other volunteering you have done that is not related to your studies. This shows community involvement and the development of skills such as communication and teamwork. You should format this section in the same way you format your ‘Employment’ and ‘Relevant Experience’ sections. 
Professional Memberships

Include any memberships to professional associations or course related student clubs/societies. Joining a professional association show employers that you are serious about your chosen area of study. 

· Association Name

· Membership type 

· Dates you have been a member

Additional Training/Professional Development

In this section include any relevant short courses or certificates you may have completed that were not part of your degree. It should be set out the same as your education section. In some cases it might also be helpful to provide a short explanation of what the course covered.

Publications

If you are an honours or postgraduate student, you may have had an article or paper published in a journal or accepted for presentation at a conference. Include the name of the article, journal/conference it appeared in and date.
Extra-Curricular Activities/Interests 
Listing two to three interests/extra-curricular activities can help an employer to form a better idea about the kind of person you are and help you to appear well-rounded. Being a member of a club or team can also be seen as evidence of your teamwork skills. Referees

· Referees first and last name

· Job title

· Company name

· Phone number and/or email

It is usual to list two or three people as referees. Always choose referees who will talk positively about you and who have preferably supervised you. Academics can be used, but only ask those who know you well. It is acceptable to list referees as “available on request”, however make sure to consider who you would use for referees if asked.

DO NOT include marital status, religion, nationality or age. It is illegal to discriminate on the basis of these and they have no impact on your ability to perform the job. 


DO NOT include a photo unless specifically asked.


DO use a name different from the name on your birth certificate, if that is what you prefer to be called. E.g. Maddie instead of Maddison.








Bachelor of Commerce			2012 - Current�Major: Accounting�Deakin University, Melbourne�Expected completion date: Nov. 2014		


Distinction average achieved to date


Global Citizenship Award


Study tour to…..








Trainee Auditor			     Feb. 2014 – Current �A to Z Accounting, Burwood 


Participated in an annual audit of XYZ Holdings and the development of the final certification report


Created Excel spreadsheet macros that reduced data entry time and allowed for automatic cross-referencing








Communication


Presented a report on forensic accounting to a tutorial group of 20 and received a HD


Liaised successfully with customers of various backgrounds at sales assistant at Coles Supermarket


Teamwork


Organised and planed events successfully with peers in the Deakin Commerce Society


Delegated tasks co-operatively with five others for a group assignment at university





Institute of Chartered Accountants		2013 – Current�Student Member








Introduction to MYOB				2014�Box Hill TAFE


Training included: creating new company files; setting up inventory; invoicing techniques; MYOB and GST; business activity statements.








Always ask before using someone as a referee. If you get an interview, make sure to contact your referee’s to let them know to expect a phone call and to tell them bit about the job you have applied for.





International students:


Australian referees are preferred, as employers often do not like to call overseas and there may be language barriers. If you don’t know many people in Australia, consider volunteering or getting to know your tutors and lecturers at university.
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