Resumé

Your Name
1222 Warnbro Sound Avenue, Secret Harbour  WA  6169

9527 3659  or  0413 856 963
mjones@ppt.com.au


	CAREER GOAL
	A position that provides me with an opportunity to increase my skills and knowledge in the Information Technology industry.



	DATE OF BIRTH
	11th May 1988



	EMPLOYMENT HISTORY
	Dewsons (Secret Harbour)
August 2004 – Current
Customer Service Assistant

My duties include:

· Deli counter operator

· Checkout operator

· Customer service

· Weighing and packaging

· Counting money

· Stacking shelves

· Rotating stock

· Dealing with staff and management

Due to my consistent performance, I was promoted from checkout operator to the Deli Department.



	
	Comet Bay Newsagency- Work Experience

October 2003- 1 week

My duties included:

· Customer service

· Handling stock


	EDUCATION

& TRAINING
	1999 – Present

Comet Bay College
Currently completing:

· Year 11

· Certificate II in Business

· Certificate II in Digital Media

Units:

· Design - Graphics
· Politics and Law
· English
· Workplace Learning

1995-1998

Endeavour Primary School

	PERSONAL ACHIEVEMENTS
	Student Council Representative 2008
Yearbook Committee


	EMPLOYABILITY SKILLS
	

	
	

	COMMUNITY SERVICE
	2004

Assistant Coach for the Under 11’s soccer squad 
Term 2 -2003

Mentor to Primary School students


	REFEREES
	John Harris

Manager

Dewsons - Secret Harbour

9527 8657

Tamara Butler

Supervisor

Coogee Chemicals

9535 4563
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                          Handy Tips and How-To’s
1. To write the é in resumé, simply press these keys on your keyboard:

                      FUNCTION
‘
E        at the same time.

2. Type your name in size 24 or 28 font, so that it stands out, and use font style ARIAL or TIMES NEW ROMAN – these are fonts that are easily read and are standard fonts used by most businesses/organizations for professional correspondence.  The rest of your information should be typed in a maximum font size of 12 (generally no smaller than 11).
Keep the presentation simple, no clip art pics, no fancy borders and no colours.  The simpler the presentation, the easier for the employer to read.

3. Make sure to include a current phone number/mobile number that you can be readily contacted on.
4. To include an attractive line to separate your introduction from the content of your Resume` :   Format – Borders and Shading – Borders – Horizontal Line (about 100 different lines will be displayed so choose a professional looking line – keep it simple)

5. If your focus is on education, put the EDUCATION AND TRAINING section before the EMPLOYMENT HISTORY SECTION. 
     If your focus is more on your actual work experience, put this section   

     first.

6. Make sure you date your information, starting with the most recent.

7. You do not have to list all of your subjects, especially if your resume is getting quite long. If you have received excellent grades, you may like to state your grade next to each subject (particularly for Year 11 and 12 students)

8. Put your referees on a separate page for privacy reasons. If you send an unsolicited resume, do not include referees. If you send your resume in reply to a job advertisement, do include your referees section.








         GOOD LUCK!

[image: image1.png]



