JOB READY RESUME TEMPLATE
	HOW TO USE: Replace all text in [square brackets] with your own details. Delete this blue instruction box before sending your resume.


[YOUR FULL NAME]
[Target role or type of work - e.g. Retail Assistant | Apprentice | Warehouse Team Member]
	
CONTACT
[Mobile number]
[Professional email address]
[Suburb, State]
KEY SKILLS
[Reliable and punctual]
[Friendly communication]
[Teamwork]
[Customer service / computer / hands-on skill]
[Add one skill relevant to the job]
CERTIFICATES & LICENCES
[e.g. First Aid, White Card, RSA, Driver Licence]
AVAILABILITY
[e.g. Available Monday-Friday and weekends]
[Transport: public transport / own car / licence]
INTERESTS (OPTIONAL)
[Sport, volunteering, technology, music, community activities, etc.]
	
PROFILE
[Write 2-3 short sentences. Example: Reliable and friendly young person looking for an opportunity to build experience in retail. Quick to learn, comfortable working in a team and committed to arriving on time and doing the job well.]
WORK & VOLUNTEER EXPERIENCE
[Role / Volunteer Position]  |  [Organisation / Business]
[Month Year - Month Year]
[What you did - start with an action word, e.g. Helped customers find products and answered basic questions.]
[Responsibility or achievement - e.g. Worked with a team to keep the area clean, safe and organised.]
[Skill you used - e.g. Followed instructions, completed tasks on time and communicated with supervisors.]
NO FORMAL WORK EXPERIENCE YET? Use school work experience, volunteering, sport, community activities, caring responsibilities or helping in a family business.
[Second Role / Activity - optional]  |  [Organisation / School / Club]
[Month Year - Month Year]
[One strong responsibility or achievement.]
[Another responsibility or skill.]
EDUCATION
[School / TAFE / Training Provider]
[Qualification / Year Level / Course]  |  [Year or expected completion]
[Optional: relevant subjects, awards, projects, leadership or achievements]
REFERENCES
Option 1: References available on request.
Option 2: [Referee name] - [Job title / relationship] - [Phone] - [Email]


FINAL CHECK: Check spelling • Use a professional email • Keep it to 1-2 pages • Save as PDF before applying • Tailor your resume to each job.
Job Ready Resume Template
