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RESUME TEMPLATE EXPLAINED 2022 
 

Resumes should be targeted to suit each individual position. They are more like a marketing document that 
summarises and highlights the skills someone has which is relevant to the position. Those who review applications are 
usually very busy and will only scan a resume for 5 to 8 seconds. Therefore resumes need to get to the point quickly 
and be laid out in a predictable manner which makes it easy for the person to find the information they are seeking. 

 

 (Middle name(s) not required) 

 

Use 2-3 key words to describe your 
Professional area or the target 

position/industry you are seeking. 

 

Profile (other titles: Career Overview, Career 
Summary, Introduction) 

 
The Profile should provide the employer with 
a quick preview of what they will find in your 
resume. It should highlight the most relevant 
skills and experience you have that relate to 

the position you are applying for. 
 

In three to five sentences (ideally no more 
than four lines), explain what you are good at 

and how your skills and experience can 
contribute to the potential employer. Tip: Use 

some keywords from the job description. 

 

Key Skills (other titles: Competencies, 
Strengths, Highlighted Experience) 

 
List your skills/competencies/experience that 
are most relevant to the job you are applying 

for. Tip: Use the main skills and experience 
listed in the job description. 

 
Common skills employers look for: 

Communication, teamwork, problem solving, 
using IT, self-starter, adaptable. 

 
How to write Key Skills: firstly claim the 

skill/experience. Then back up your claim with 
evidence. Evidence just means an example. 

Education and Training (This can be combined or separated. Separate if there is a lot of training to include. Keep on 
first page of the resume if the position will value seeing the education and training or move to the back page if it won’t 
add value to your application). Include only training that is relevant and current. No need to include school education 
if you have received more recent education and training e.g. university degree or a certificate etc. 

 

Relevant Experience (other titles: Career History, Career Detail, Employment Background, Work Experience, Work 
Detail). Use Relevant Experience is you have limited employment history, have large gaps in your employment, or if 
you’ve had a variety of jobs and need to leave some out of your application. 
 
Include relevant volunteer roles in this section. Include career breaks and gaps here too. 
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Relevant Experience: Job Title, Organisation name, Location, Date. Highlight your job title. Include month and year. 
 

Role description. Give a brief 
overview/summary of what your role was, 

what you did. (Did you work in a team of 5 or 
a team of 50? Did you help 10 customers a 

day or 1000? Give context to help the reader 
understand your role) 1-3 sentences is best. 

 

Tasks and contributions (Other names: 
Achievements, Contributions, Key Projects, 
Highlights). Do not list every single thing you 
did (e.g. your daily responsibilities/tasks) 
Aim for 3-6 bullet points. The longer you were 
in the role, the more the bullet points. 
 

A good rule is “Result By Action” sentence 
structure whenever possible or 
“Context, Action, Result”. 
 

Think of ‘inside the box’ examples of how you 
contributed to your role. They don’t need 
examples of when you went ‘above and 
beyond’ however if you have examples, 
include them if they will add value. 
 

Use keywords from the job advert when 
considering what tasks and contributions to 
include. For example if a teacher was applying 
for an administrative position, they would 
highlight as many administrative tasks they 
performed and less of the teaching tasks. 

 

Other (Other names: Hobbies, Interests, 
Personal Information, References, Licences, 
Professional Memberships).  Include 
miscellaneous information here. 

Hobbies: Some recruiters enjoy reading hobbies to gauge what the candidate might be like. However it is not relevant 
to being considered for a position. If you have hobbies you are proud of and want to include them, it is ok to do so. 
 
Full working rights: Sometimes a recruiter will think that the applicant doesn’t have working rights in Australia. If you 
don’t yet have ‘Australian employment experience’ then indicating that you have ‘working rights’ or ‘full working 
rights’ will be an advantage. Avoid indicating what visa you have. If you have Australian employment experience and 
currently or recently employed in Australia, you won’t need to state that you are a Permanent Resident or Citizen. 
Australians born in Australia or who have lived and worked for many years here, do not include this information.  
 
Licences: There may be a need for this to be a separate heading if you have a lot of licences to list that will be relevant 
to the job you are applying for. You can either state when they expire or simply state that they are ‘current’. 
 
Professional Memberships: Only include this heading if the professional memberships are relevant to the industry etc. 
Example, if you are a current member of Engineers Australia and an Engineer, you would list this here. 
 
References: A resume is used to apply for a job. Reference contacts should only be included if the advertisement 
specifically asks for them to be included in the original application. Otherwise it is standard to only include them when 
you reach the next stage of the employment step (Interview stage or job offer stage). 
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FORMATTING 
 
Keep the resume formatting simple but elegant and use as minimal formatting functions as possible. 
MS Word is recommended as the software program as it is the most widely used commercially. Other software 
programs such as Pages (Apple) is also ok but some formatting may get lost. 
 
Good formatting rules to follow: Use only one or two font styles throughout the whole document. 
Font size for main body of text: 11 (anything smaller is too hard to read for most viewers) 
Use FULL CAPITALS, Italics, bold, light shading or a second font colour to emphasise or differentiate. 
 
Don’t put personal information like your name or contact details in a header or footer as ATS can’t read it. 
Don’t put important and relevant information into text boxes or tables as ATS can’t always read it.  
 
  
 

Plenty of white spaces are important to 
create a positive visual impact. Avoid 
crowding your resume with too much 
information. 
 
Bullet points are good. Drag them back to 
maximise the space you can use. 
 
Head to the ‘page layout’ tab and select the 
‘margins’, then select ‘narrow’ so you can 
maximise the space. 
 
 
 
 
Keep spacing consistent throughout the 
whole document. Change the font size to 
with blank lines to be ‘creative’ with 
spacing. E.g. the main body of text font size 
for this document is 11, however font size 6 
was used immediately after each heading. 

 
 
Ensure you were consistent with things like 
full stops and capital letters. 
 
Adding page numbers is possible in the 
‘Insert’ tab. 

 
 

Recommended Font Styles: Calibri, Calibri Light, Candara, Candara Light, Georgia, Times New Roman. 

Avoid these styles: Hand writing style fonts. They can be difficult to read quickly. 
 
Colour choices: For main body of text black is best. Navy blue ok too. Stay with one colour throughout or choose a 
conservative second colour for headings/sub headings. Avoid crazy colours  


