
  

   
or career aspirations.  

   

Use bullet points and white space  

  A well-formatted resume is almost as important as the content. It makes it easier for your reader  

 to scan and gather the information they need from your application.  

  Include lots of white space by writing short paragraphs and using line spacing.    Use bullet 

points to create more white space and make your information look more succinct.  

    

 References available on request  

  Include a statement that you can provide your references upon request. They are not generally 

required until after the interview stage.  

Click here to review a sample resume or navigate to the resources section on the 

recruitment page for an example of how all of these areas are incorporated.  
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    Ensure your most current role is the first one listed.   

    Include: the name of the organisation, your role title, the dates that you held each role and key  

responsibilities of each role.   

    Key  Achievements are optional, but it is a good idea to include at least 1 for each role you have  

listed.   

Write a compelling resume 
  

A resume is used to showcase your skills and experience to a hiring manager who will determine if your  

application is suitable to progress to the next  stage.   

  

Work history   

Contact  details   

Skills, qualifications and experience   

Refer to key criteria   

    Always include your primary contact phone number and email address.   

What to  include   in your resume:   

    Inclu de details about your key skills and strengths. You could also include these in the career  

objective or summary section.   

    Include any qualifications or education that are relevant or are a requirement of the role you are  

applying for , such as a Working with Children’s Check or a Food Safety Certificate .     

  

    Use key words from the job advertisement  to refer to key criteria .   

    To tailor your resume to the position, provide detail about your skills and experience that best  

align to the role. Limit or exclude details about your skills and experience that are not  critical to  

the role.   

  
Career objective or summary   

    Include a career objective or career summary at the top of the page .   

    This   only needs to be a short paragraph of 1 -  sentences 2 .   

    Highlight why you are applying for this position and how it aligns with your work preferences  

    

  

  

  

https://www.casey.vic.gov.au/sites/default/files/user-files/Resume%20Template.docx
https://www.casey.vic.gov.au/sites/default/files/user-files/Resume%20Template.docx


  
  List of 3 key strengths  Your career summary  Professional   Interests or other  

or professional skills.   on the first page.   memberships & 

 appropriate non-job-related development 

 information about you.  
 
 

  
Apply your own judgement on whether it would be beneficial to include one or more of these items in your resume. 

  Base your decision on the role you are applying for and your level of experience and qualifications. These 

will have little or no impact on your suitability for a role
  

 but can help to personalise your resume.  

  

 Always proofread thoroughly before submitting     
 Ensure your resume is free from spelling or grammatical errors. Do not rely solely on your computer’s 

spell check function. Instead, ask a family member or a friend to help look over your resume for you.  


