Resumes - Chronological Resume template

[Name]
[Address (optional)]
[Email address]
[Mobile number]


Personal statement (optional)
Short statement about your work, career aims and what motivates you. Only needs to be two or three sentences. 


Example: Resourceful Retail Manager with over 8 years’ experience in store operations and customer service roles. Proven record of success including developing and implementing store budgets and sales strategies.


Education and Training
[Dates]		[Institution name, qualifications acquired]
· Note subjects (if appropriate), specialisations, achievements, 


Career History 
(note: these are the main selling points of the resume)

[Position]
[Company]
[Dates]
· Bullet points outlining responsibilities and achievements
· Use actions and numbers like ‘Increased revenue by 14.7%’
· Include examples of ‘soft’ skills where relevant, such as customer service, communication and team work


[Position]
[Company]
[Dates]
· 


Awards and recognition (optional)
· List any career-relevant awards 


[bookmark: _GoBack]Special skills and abilities (optional)
· List niche skills: languages spoken


Referees
Available upon request 
(note: it’s better to say “available on request” instead of listing the referee details. This gives you control over the interview process – when asked, you can present your referees on a separate sheet of paper. When you are out of the interview, contact your referees immediately to let them know they may be called by the interviewer)

