Resume of

First name Surname
Suburb
Ph:  (00) 0000 0000  Mbl:  0000 000 000
OVERVIEW
Brief overview of your career and what you could bring to a new company/position 
EDUCATION
(Date)

(Qualification)



(Place of Competition) 
(Date)

(Qualification)



(Place of Competition)

SKILLS
(Examples)
· MS Word

· MS Excel

· MS Outlook

· MYOB

· Data Entry (Insert KSPH)

· AS400

· JD Edwards

· SAP

· Great Plains

· Fast Track

· LSI consignor (FMS)

KEY STRENGTHS

(Examples)

· Designed and implemented in house CRM systems

· Exceptional customer service skills

· Ability to think outside the square

· Strong problem solving ability

EMPLOYMENT HISTORY
(Insert Company)






(Month Year – Month Year)
(Insert Position)




Duties & Responsibilities:

· (Insert Duties)

· (Insert Duties)

· (Insert Duties)

Reason for Leaving:

(Insert Company)






(Month Year – Month Year)
(Insert Position)




Duties & Responsibilities:

· (Insert Duties)

· (Insert Duties)

· (Insert Duties)

Reason for Leaving:

(Insert Company)






(Month Year – Month Year)
(Insert Position)




Duties & Responsibilities:

· (Insert Duties)

· (Insert Duties)

· (Insert Duties)

Reason for Leaving:

