[image: image1.jpg]SOUTH BURNETT CTC

your key to the future

CTC Employment Services




Resume Proforma
Personal Details:
	Full Name:
	

	Address:
	

	
	

	
	

	Daytime Telephone:
	(    )

	Other Telephone / Mobile:
	

	Email:
	

	Date of Birth:
	


	Career Objective:  (To inform employers as to what type of position and company you are seeking.   Eg: Seeking a challenging position in a warehouse environment where my stock-picking skills can be put to good use)

	

	

	

	


Employment History:

	Start Date:
	

	End Date:
	

	Employer:
	

	Position:
	

	Responsibilities:
	

	
	

	
	

	
	

	
	

	
	

	
	

	Start Date:
	

	End Date:
	

	Employer:
	

	Position:
	

	Responsibilities:
	

	
	

	
	

	
	

	
	

	
	

	Start Date:
	

	End Date:
	

	Employer:
	

	Position:
	

	Responsibilities:
	

	
	

	
	

	
	

	
	

	
	

	
	

	Start Date:
	

	End Date:
	

	Employer:
	

	Position:
	

	Responsibilities:
	

	
	

	
	

	
	

	
	

	
	

	
	


Education:

	Secondary:
	

	Completed (eg: Year 10)
	

	School:
	

	Year:
	

	
	

	Further (any courses at TAFE, University etc)

	Course:
	

	Institution:
	

	Year:
	

	Details:
	

	
	

	
	

	Course:
	

	Institution:
	

	Year:
	

	Details:
	

	
	

	
	

	Course:
	

	Institution:
	

	Year:
	

	Details:
	

	
	


Qualifications / Relevant Training Programs:  (Eg:  2003 Senior First Aid – St Johns; Trade Qualified Spray Painter etc)
	· 

	· 

	· 

	· 

	· 

	· 


Key Skills & Attributes:  (Eg:  Good communication skills; Customer service; Dedicated)
	· 
	· 

	· 
	· 

	· 
	· 

	· 
	· 

	· 
	· 

	· 
	· 


Referees:
	Name:
	

	Contact Details:
	

	Organisation:
	

	Relationship:
	

	
	

	Name:
	

	Contact Details:
	

	Organisation:
	

	Relationship:
	

	
	

	Name:
	

	Contact Details:
	

	Organisation:
	

	Relationship:
	


Community Involvement / Voluntary Experience: (Eg. Charity Work; P&C Committee, Service Clubs)
	· 

	· 

	· 

	· 


Personal Interests: (Eg: Reading, Bush walking, gardening etc)
	· 

	· 

	· 

	· 


