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Profile



The aim of the section is to give the reader a brief indication of what you have to offer in the hope of placing you in the short list pile. Or at the very least, they want to keep reading your resume. Keep to just a few sentences and cover all the bases – skills, experience and attributes. 

For example: 

A sales management professional with seven years' experience in the media industry, I've worked on newspaper, web and television products. I have a proven track record of developing new business and motivating a team as well as consistently exceeding sales targets. I have also recently completed a Masters of Business Administration. 

Key Skills 

As a guide list approximately six points. Another tip, be specific. It is easy to mention "Excellent Communication Skills" but it is necessary to embellish and explain. 

Example 

Ask your sales team for a good example of sales training, High-level of computer skills, including PowerPoint, Excel (including advanced macros) and Word (75 wpm). I have extensive public speaking experience including Active Australia Conference keynote speaker. 

Career History






[Place most recent experience first] 

March 2003 – Current

Sales Manager






Regional Sales Assistant






Outside The Square

Company overview: 

Describe the company’s main activity or focus. This is appropriate for those coming from overseas or in cases where the company might be largely unknown. Popular or well-recognised organisations or the large banks, will need little if any explanation.

Key responsibilities:
Provide detailed summary of the role’s key responsibilities and accountabilities. Do not go for the longest list, be concise and to the point, don't include the obvious i.e. – to meet sales targets 

Previously this role also entailed the following tasks: 

· Drafting contracts etc, etc
· Advising a etc, etc
May 2001 – December 2005
Sales Assistant






Regional Sales Assistant






Outside The Square

April 2000 – May 2001

Secretary






[Repeat as for the above]

Education

[Start with your highest qualification first]

Add internal training courses and any short courses outside work that are linked to your job – eg public speaking, project management, online computer skills and so on.
2005
2005




Master of Business, 







Sydney University, Sydney NSW

2001




Bachelor of Business






University Technology, Sydney

1997




Haley College, Sydney 





Higher School Certificate 

Skills and Attributes
Focus entirely on the positive skills and attributes rather than mentioning any negative experiences, without coming across as self-important. The potential employers should only recognise your achievements and your potential to adapt to a new way of thinking. If you have changed jobs or roles frequently, attempt to reflect on this in a positive manner by underpinning the various skills that this has developed in you as opposed to suggesting that you have lacked direction in your career path.
· Proficient in Microsoft Word and Outlook 

· Ability to work unsupervised 

· High level of initiative  

· Well-developed ‘client liaison’ skills 

· Committed and enthusiastic and the ability to manage high levels

· I have learnt what is expected and how to handle myself in many different situations  

References 

Typically you should use your most recent employer(s) as your primary reference. It is imperative that you choose the right and responsive representation to testify for your working practices.  Use of personal references is not advisable as these individuals hold little weight on your professional development. If you are unable to use a former employer, use customers, organizational leaders or if necessary a business acquaintance.
1.
James Stewart


Managing Director


Hargraves Barrett Pty Ltd 


Ph: 9264 8555

2.
Douglas Adams

General Manager


Outside The Square


Ph: 9925 3428

2/11 Edgar Street


Stanmore NSW 2028


T: 0418 822 635











