
Thank you for purchasing our Resume Template.
 
We have put this template together to help you create your own Resume or Résumé (both iterations are acceptable
today in Australia).
 
With over 20 years’ personal experience writing, editing, enhancing and screening candidates’ Resumes, we have seen a
lot that are effective and a lot that are not. The attached template is a culmination of what we feel is important when
presenting yourself on paper. 
 
Your Resume does not have to be flashy to be considered unless you’re applying for a design-related role. It needs to
be clear and concise, drawing a picture for the reader of what you have done in your career, so that they can make a
conscious decision to shortlist you for the role.
 
Notes and prompts are directly on the page to guide you along the process of creating a resume that is effective and
easy to read. We preferred to write the prompts on page rather than as pop up notes so as to not affect the template
with hidden notes or markups that often miss deletion on final edits.
 
Some tips for writing your Resume:
        
Keep the format as Century Gothic, usually 9.5 or 10 for the text and 12 for sub-headings – it is a very easy font to read.

The table for personal details will be seen on the final edit. To delete the lines, right click on the box and select “Borders
and Shading” then select “None” to remove the lines.

It's a personal choice when it comes to including a photo or not on your resume. In the table, there is an area for a
photo if you wish to insert one. The photo should be professional and no larger than the space we have allocated.
    
Key Skills & Personal Attributes – this section will be keyword rich to help you get noticed through software that is used
in screening as well as selling your skills and experience. Make it count, use keywords / sentences from job
advertisements and position descriptions.

Qualifications, Professional Development & Licences – in this section put formal qualifications at the top, and then
follow with professional development and short courses you have undertaken in your career. You may also include
tickets and licences pertinent to your role.

Employment history – Follow the prompts to include dates of employment first (month/year to month/year) starting
with your most recent job first and working backwards (reverse chronological order). Put Position Titles in bold to be
prominent on the page – the reader will focus on your position title when screening 100’s of Resumes before anything
else. In the ‘Summary of Role’ section, write a short introduction about the company and the role that you held.
Responsibilities should read clearly and be precise – don’t copy and paste your Job Description, pick primary tasks that
relate to your role. Achievements should be noted only if you have specific awards, projects, or actual achievements
that can be verified. If not, delete that section.

At the bottom of the Resume, depending on your length of career, we usually shorten and summarise past employment
beyond 10-15 years as a general rule. Whilst it still counts towards your career, it is not the primary focus for
the reader.

Referees – It has become commonplace to not list referees and to make them available upon request out of privacy
concerns. If it has been requested by an advertiser or you do prefer to list them, the format is there for you to use.

Whilst we have made every effort to ensure formatting is correct, if you do experience any concerns with the template,
please email us directly at gc@newpointrecruitment.com.au with an outline of the issue for us to rectify it for you.

This template is not associated with a Resume writing service by New Point Recruitment and has been purchased by
you to create your own Resume independent of our assistance.
 
We wish you all the best in your job searching efforts and with the creation of your new Resume.
 
Thank you from the team at New Point Recruitment.


