Curriculum Vitae

Of

(Name)
Personal Details

Name:




Address:



Phone number:


Mobile number:


Email address:


Career Objective
· What sort of work are you hoping to do?

· Be specific about what you want.

· Tailor this section to the employer you are targeting and the role you are applying for.
Career Achievements

· List your achievements
· Use maybe 3 or 4 examples of your best work
· Keep them real, don’t make them up

Employment History (begins with your most recent role, then work backwards)
(Current / most recent role)
Start date – End date
Name of organisation and location 
Title of position
You can write a description of the company should you wish.  If you do, explain the industry and sectors they work in, how long they have been established, where they sit (in size or market share) in the industry and turnover
Describe work duties and responsibilities.  Be sure to account for a full weeks work and elaborate wherever possible.  Emphasise specific skills and achievements.  Use dot points for each duty or responsibility, try to have at least 10 dot points 
List projects undertaken in the role along with the value of each project.  Use dot points
EG

April 2000 – Current
XYZ Builders – South Melbourne




Project Manager

XYZ Builders work in the new build, fitout and refurbishment market providing building solutions to the commercial, institutional and residential sector.  They have been established for 15 years and are seen as a senior player in the industry, turning over in excess of $450mil.
Duties & Responsibilities:

· Co-ordinate site activities

· Design and manager programme

· Design Management
· Set up and manage all trade contracts

· Liaise with consultants and client

Projects:

· XYZ Apartments 5 storey new build - $20mil

· NHY Bank 6 storey fitout / refurbishment - $8mil

Previous role (to follow in similar layout to example)
Education & Training

Education:

· Name of institution / University / TAFE and state or country attended
· Qualification
· Date the qualification was obtained.
Training:

· Course title
· Level of training

· Name of training provider

· Date that training was completed

References

· Try and list at least two referees and record all their contact information.  This should include their full name, title and current employer as well as the most contactable phone number.
· Ensure permission is obtained from each referee allowing you to record them on your curriculum vitae as a referee.
· If you decide not to list referees on your curriculum vitae, you should note under the references heading “Available upon request”. 
