Joseph (Jo) Bloggs

470 Collins Street, Melbourne VIC 3000
Ph: 03 8610 4900 (A/H)
Mobile: 0401 234 567 (B/H)

Email: jbloggs@marketu.com.au

Capability Overview
One paragraph briefly summarising your capabilities. 
Key Achievements
· Bullet point summary of key professional and academic achievements;

· xx;

· xx.
Education 
Year
Certificate (Major), Institute;
Year
Certificate (Major), Institute.
Professional Development / Training (Optional)

Year
Certificate (Major), Institute;
Year
Certificate (Major), Institute.
Employment Summary

	Dates
	Employer
	Position

	Dates
	Employer
	Position 1 

	
	
	Position 2

	
	
	Position 3

	Dates
	Employer
	Position


Employment History (Always list from most recent position)
Mar 2007 – Current
Company Name


Position (Ensure to indicate type of position if not permanent i.e. contract role, voluntary position, internship).
1-2 sentences outlining the company – ie. industry sector, size (eg. turnover, customer numbers, staff numbers, locations)
Responsibilities:

· Bullet point relevant key responsibilities (list those most relevant to the job you are applying for first);
· Item one sub point; 

· xx

· xx.

Achievements:

· Bullet point relevant key achievements (list those most relevant to the job you are applying for first);

· xx;

· xx.

Reason for leaving: One sentence outlining key reason for leaving. 

Jan 2004 – Mar 2007
Company Name

Position (Ensure to indicate type of position if not permanent i.e. contract role, voluntary position, internship).
1-2 sentences outlining the company – ie. industry sector, size (eg. turnover, customer numbers, staff numbers, locations).
Responsibilities:

· bullet points;.

Achievements:

· bullet points
Reason for leaving: sentence outlining key reason for leaving. 

Nov 2003 – Jan 2004
Career Break – Travel 
Ensure to fill in any gaps in your career history together with main reason.

Nov 2000 – Nov 2003
Company Name


Position (Ensure to indicate type of position if not permanent i.e. contract role, voluntary position, internship).
1-2 sentences outlining the company – ie. industry sector, size (eg. turnover, customer numbers, staff numbers, locations).
Responsibilities:

· bullet points
Achievements:

· bullet points
Reason for leaving: One sentence outlining key reason for leaving.
Referees
Available on Request (We recommend that you do not provide referee details as this ensures your referees are not contacted without your prior knowledge or without the opportunity for you to brief them on the role)
Joseph (Jo) Bloggs 
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