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Career Development Centre

Career Planning. Any age. Any stage.






Resume Pro Forma

Name: _______________________________________________________

Address: _______________________________________________________
Contact Numbers: _______________________________________________________
Licenses: _______________________________________________________
Skills Summary 
eg Over 10yrs experience in Mining Industry or Experienced working with children with Cert III in Childrens Services being completed. 
Skills List 
eg Customer Service Skills: Able to service customers in a timely manner to ensure fast efficient service and customer satisfaction. or Labouring Skills: Able to use jack hammer, hand tools and power tools to complete scheduled jobs on time and at a high standard.
………………… Skills:
………………… Skills:

Employment Details

Job Title: _______________________________________________________________

Employer Details: _______________________________________________________________
Time of Employment: (MMYY) – (MMYY) ________________________________________________________________
Main Duties/Skills used: ________________________________________________________________
Job Title: ________________________________________________________________
Employer Details: ________________________________________________________________
Time of Employment: (MMYY) – (MMYY) ________________________________________________________________
Main Duties/Skills used: ________________________________________________________________
Job Title: ________________________________________________________________
Employer Details: ________________________________________________________________
Time of Employment: (MMYY) – (MMYY) ________________________________________________________________
Main Duties/Skills used: ________________________________________________________________
Education/Training
Qualification/Course Title: ________________________________________________________________
Training Organisation Details: ________________________________________________________________
_________________________
Date Course Completed: (MMYY) ________________________________________________________________
Main Skills Learnt: ________________________________________________________________
Qualification/Course Title: ________________________________________________________________
Training Organisation Details: ________________________________________________________________
Date Course Completed: (MMYY) ________________________________________________________________
Main Skills Learnt: ________________________________________________________________
Personal Qualities 
eg Honest, Trustworthy and reliable to attend work with minimal sick time. Enjoy helping people with personal and work related tasks, challenges.
Interests: 
eg volunteering at local primary school canteen or Spending quality time with family outdoors or Enjoy gardening, being outdoors, walking my dogs.
References

Person’s Details: ________________________________________________________________
Position Held: ________________________________________________________________
Company Details: ________________________________________________________________
Contact Details: ________________________________________________________________
Person’s Details: ________________________________________________________________
Position Held: ________________________________________________________________
Company Details: ________________________________________________________________
Contact Details: ________________________________________________________________
Person’s Details: ________________________________________________________________
Position Held: ________________________________________________________________
_____
Company Details: ________________________________________________________________
Contact Details: ________________________________________________________________
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