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Resume Guidelines

This information has been designed to assist you in preparing a Resume, if you have not previously written one, or wish to update your existing Resume.

The following is a series of suggested guidelines on what your Resume should contain and ideas about how to present your information in order to maximise its impact.

What exactly is a Resume?

A Resume is a general statement about yourself which does not address specific criteria, but contains key information about your achievements, skills, knowledge, qualifications, experience and background.  It should not tell the whole story about you, but present a brief picture or “snap shot” of the important and particular qualities that you can offer.

A Resume is an important marketing tool.  It tells a prospective employer all about you and what you are able bring to the job.   It is also an opportunity for them to assess your language, writing and presentation skills.   Whilst the quality of a Resume alone will not guarantee your selection, a well developed Resume that sells you as a strong candidate can ultimately determine whether you will be short listed for an interview.

Some Key Points to consider when writing your Resume

1. Preparing your Resume is time consuming - it involves gathering information on your work experience, skills, abilities, achievements, education and training, and presenting this information in a structured, coherent way. Just remember, the time spent will not only result in a well structured Resume, but also help you organise your thoughts and enable you to speak confidently about your claims during an interview, should the opportunity arise.

2. If possible, write your Resume with the employer’s needs in mind.  The content and design of a Resume can ultimately determine whether the applicant is shortlisted or overlooked for a position.

3. Your Resume is not a life history, but it should contain sufficient information to describe your skills and accomplishments and create a picture of substance, depth and capability.  There are no “set rules” when determining the length of your Resume, this really depends on your years of experience.  Just remember, keep it concise and to the point as selectors are often required to read many Resumes within a limited timeframe.

4. A chronological format is an ideal means of presenting your career/employment history.  This involves listing former and existing jobs in reverse order (i.e. most current position first) and has the advantage of providing the reader with a clear picture of your employment history and the skills and knowledge gained from this experience.   When using this style, provide more detail on the most recent experience (last 2-3 years) and less detail on experience prior to that (i.e. a 2-3 line summary describing job title, company details etc. for each position held should be sufficient).

5. Remember to draw on your past experience to describe what you have achieved rather than what your responsibilities were, they are not the same thing.  If a number of applicants for the same job listed only their duties or responsibilities in their Resumes, a selector would not be able to make any distinction between them. Highlight your particular capabilities by expanding on specific achievements.  If you need further help with this, please refer to “Career Achievements/ Accomplishments” in this package.

6. Never apologise for skills that you don’t have.  Be proud of the skills, attributes and achievements that you do have and emphasise them! 

7. Be accurate and honest about your claims.  If you contributed to a project rather than managed it, or participated in a team effort rather than directed the team, say so.  Always be factual and honest about the extent of your involvement.

8. Don’t use abbreviations, jargon or describe your experience in a language that is not widely understood.

9. Avoid excessive detail about education and personal information.

10. Your completed Resume should create a good impression on first sight.  Use bold print, CAPITALS or centering to give headings emphasis. Bullet points are also a great way to summarise key information.  (It’s a good idea to give your Resume to a friend or colleague whose judgement you trust to check writing style and correctness).

11. Do a final check, are you satisfied that your Resume looks professional in appearance?  Can it be easily read?  Does the description of your skills/experience focus on results and achievements rather than tasks?  Do your statements/claims start with action verbs?  Is it the right length – could it be shortened and still contain all the relevant information?  Is it free from errors? etc.

	Remember…. 

You don’t get a second chance to make a first impression!
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Resume Format

The following information is recommended as a guide when developing your own Resume format.   It is not a definitive list, but from experience is a proven formula.

Personal Details

The following are suggested areas for inclusion.

· Full Name

· Address

· Nationality

· Marital Status

· Contact Telephone Numbers 

· Hobbies/Interests

· Special Awards/Achievements

· Career Aspirations/Objectives

Educational Background

Academic/Professional Qualifications
List all Professional Qualifications:

· Secondary and/or Tertiary Qualifications 

· Other Courses of Study

Indicate courses of study undertaken (Secondary/Tertiary level), Name of School/University attended, Year of attendance etc.

Example:

	Educational Background

1978 UNIVERSITY OF WESTERN AUSTRALIA


Course:  Bachelor of Business (Information Systems)

1973 MT. LAWLEY HIGH SCHOOL


Course:  Leaving/Matriculation



Professional Memberships

List any Professional Memberships held (eg. Member, Australian Computer Society etc.)

Technical Summary

Describe your Technical background by completing as comprehensively as possible in tabular format as indicated below. 

	Technical Summary

Key/Legend

Expert      I regularly use this item and I am aware of most of the “tricks” and hidden traps associated with its use.  I am confident that I can use it both efficiently and effectively.

Proficient    I am familiar with this item and can use it proficiently.  However, I may not use it to its fullest capacity and or at its most efficient.  

Basic         I have basic knowledge of the functions/features of this item.

Hardware              Last Used              Level                  Duration

Languages

Software

Operating Systems

Databases





Employment History

Commence writing about your Employment History starting from your most current position held (and work backwards).  Provide more detail on the your most recent experience (last 2-3 years) and less detail on experience prior to that.  Refer to “Resume Guidelines” for further assistance. 

Complete the following set of information for each position held:

· Name of Employer (contact details optional)

· Type of Industry

· Period of Employment

· Position held (contract/permanent)

· Technical Environment (Software & Hardware) 

· Key Responsibilities 

· Key Achievements/Projects

Example:

	Employment History

January 1995 – Current
XYX CORPORATION


356 St. Georges Terrace, 

Perth, W.A. 6000


Position held: 

Oracle DBA (Contract)


Technical Environment:


Hardware:  
Software:
 

Key Responsibilities:

Key Achievements/Projects:





Referees

· Please provide the names of 2-3 Referees.  Referees should ideally be a person who you reported to i.e. your Manager or Team Leader.   However, work colleagues or customers may be appropriate.  Please do not include friends or relatives as Referees.

· The following information is required for each nominated Referee:

Name of the Referee

Position held

Company

Contact telephone numbers 

Your relationship to the Referee

Example:

	Referees
1.
Mr. Sam DeLongis

Director 

Trilogy Resources

Telephone:  (08) 9324 1462

(I reported directly to Sam whilst working as an

 Analyst Programmer with Trilogy Resources)

2.
Referee No. 2

3. Referee No. 3
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