
25.6 SkillBuilder: Preparing a résumé
25.6.1 Tell me

FIGURE 1 Your résumé needs to stand
out from the crowd to secure the interview
that eventually leads to the job.

The first step in gaining employment is applying for a job.
To do this, you will need a résumé: a short summary of your
skills, experience and qualifications. (It is also known as a
curriculum vitae, or CV.) A résumé is a crucial part of the
job application process, and yours needs to stand out from
the résumé of everyone else who has applied for the same
position. With so many applicants, a poorly presented or
badly written résumé may be the difference between getting
the job and not even getting an interview. Employers are not
concerned with fancy résumés, nor do they want to spend
20 minutes reading your entire life story. They are often
put off by résumés with photographs and will not consider
your application if you don’t have the necessary skills. An
effective (and ultimately successful) résumé will be:• brief and succinct• relevant to the position for which you are applying• a strong and confident description of your skills,

experience and qualifications.
This SkillBuilder explains the various components of a résumé and presents examples and templates on

which you can model your own résumé.
Let us now examine the elements of an effective résumé.

Length
An effective résumé should be between one and two pages long. Remember that your résumé is merely
a summary and an introduction to who you are as a prospective employee. If there is other important
information that you wish to provide, you can do so through a cover letter or during the interview process.
Do not be concerned if your résumé is only one page long. Some people are tempted to add irrelevant
information simply to make a résumé longer and seem more impressive. This is a common mistake and can
impede your chances of getting the job.

Order
The order of your résumé is important and the information in it should flow logically. Use the following list
as a guide:• contact details• opening statement/career overview• key skills and personal attributes• employment history• education• referees.

Contact details
Begin with your name, possibly in a slightly larger font than the rest of your résumé. You want to
make a bold and positive impression from the first time an employer sees your résumé! You only need
to provide your phone number and email address on a résumé. Make sure that your email address is
professional and does not include any nicknames or inappropriate words and phrases. An address such as
john.smith@jacarandamail.com would be more suitable than one such as smithy9999@jacarandamail.com.
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Opening statement/career overview
A brief opening statement is a component usually seen in the résumés of older professionals, and can add
a touch of maturity to your résumé. If you choose to include this component, make sure it is relevant to the
position. There is no point explaining your experience and passion for babysitting if you are applying for a
job as a dog washer.

Key skills and personal attributes
This section can be included as a simple bullet-point list of your relevant skills (including any technical
skills) and personal attributes. You need to list the skills for which this particular employer is looking. In
other words, the skills you list for one job application may differ from those you list for another, depending
on the job requirements. Many applicants use the same résumé, changing only the employer name and job
title (and sometimes forgetting to do even this!), and then wonder why they have no success in their job
hunting. Do not make this mistake.

Employment history
The convention for listing your previous jobs is to start from the most recent position and work backwards
to the oldest. For each position you should provide the job title, the name of the employer and the dates
(in months or years) during which you worked. You can also include a bullet-point summary of the main
responsibilities of each job held.

Education
There is no need to list your entire educational history in a résumé. Instead, you need only include the
highest level of education you have obtained. It is also a good idea to describe any achievements or
positions of responsibility that you may have had during your time at school.

Referees
Ideally, at the end of your résumé you should include the names of two people who are willing to provide
references. A reference is a written or verbal testimony about you by someone (the referee) who knows you
well or for whom you have worked. At least one referee should be a past employer who can attest to your
work ethic and professional performance. The second referee could be from a non-employer (such as your
sporting coach or former teacher/principal) who can vouch for your character and personality. Make sure
that you ask your referees for permission before listing them on your résumé.

25.6.2 Show me
FIGURE 2 contains the résumé of a Year 11 student who is applying for a casual position at a veterinary
clinic. Consider how this student uses the components we have just discussed.
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FIGURE 2 Résumé of Chris Fernandez

• Customer service • Verbal and written communication skills

• Relevant scientific background • Occupational health and safety procedures

• Caring and enthusiastic personality • Point-of-sale experience

• Proficiency in Microsoft Office Suite • Proficiency in Macintosh operating environments

Peter Parker April O’Neill

Franchise Manager Manager

McDonald’s Green Valley Green Valley Animal Shelter

Phone 01 9555 5555 Phone: 01 9555 5554

McDonald’s Restaurant (2018–present)

• Customer service: Provided customer service at register. Responded to all customer

 enquiries, providing support and guidance as required. 

• Cash management: Ensured accurate management of all cash and electronic sales. 

• Stock control: Conducted regular and thorough stocktake of inventory.

Email: chris.fernandez@jacarandamail.com

Mobile: 0400 000 000

Contact details

Career overview

Key skills and personal attributes

Employment history

Résumé of Chris Fernandez

Current Year 11 student seeking career opportunities in veterinary sciences. Highly motivated 

and passionate individual with demonstrated experience working in high-pressure working 

environments. Dedicated to the health and wellbeing of animals and to the emotional welfare of 

their owners and families. Strong communication skills and the ability to learn quickly and 

effectively.

• Employee of the Month, November 2018 and April 2019

Achievements

Heartback Secondary College

Years 7 to 11 (current)

Biology, Chemistry, Physics, English and Geography

House Captain (2019); Debating Captain (2018–19); Student Environmental Group

Coordinator (2017–18)

Green Valley Animal Shelter (2018– present)

• Customer Service: Responded to incoming calls and customer inquiries . Liaison between

 customers and veterinary clinics.

• Practical duties: Cleaning of pens; involvement with welfare of animals. 

Education

Current subjects

Achievements

Volunteer placements

Referees
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Weblink How to write a résumé

25.6.3 Let me do it
Complete the following activity to practise your skills.

25.6 ACTIVITY
Using the example in FIGURE 2 as a guide, create your own résumé. Make sure you follow the guidelines as to
what to include and what to omit from your résumé. Use the following checklist to make sure you’ve included all
essential elements:
• contact details
• opening statement/career overview
• key skills and personal attributes
• employment history
• education
• referees.
If you are happy with your final product, why not print off some copies and deliver them to businesses in your

area at which you might like to work? Good luck!
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