
Résumé Factsheet

•	 A résumé or CV is a tool used to market your education, 
skills and experience to potential employers for a job. 

•	 It is to provide a ‘snapshot’ of your relevant abilities to gain 
an interview. 

•	 Your résumé is tailored to the job you are applying for every 
time.  

•	 Choose a résumé format or template with a clear structure 
and easy to follow.  

•	 The following headings are a good place to start. 
•	 You can then upload your résumé to CV360 for instant 

feedback [uwa.careercentre.me/cv360]. 

•	 2 pages is ideal. 
•	 Clear and neat presentation. 
•	 Consistent formatting, font, and font size – (e.g., Calibri 11 or 

12pt). 
•	 Use bold for headings. 
•	 Avoid italics and underlining. They make the document look 

messy. 

•	 List experience in reverse chronological order (most recent 
experience first).

•	 Use dot points. 
•	 Write in third person. 
•	 Highlight your key technical or transferable skills (e.g. 

communication, interpersonal, organisation, and teamwork 
skills) demonstrated in that position and any achievements 
whilst in that role. 

•	 Begin sentences with strong action verbs such as 
‘Delivered’, ‘Supervised’, ‘Initiated’, ‘Managed’, ‘Developed’, 
‘Collaborated’. These verbs demonstrate your active 
involvement in the role. 

•	 Use effective impact statements such as: “Provided high 
level administrative support to team leaders” and “Delivered 
excellent customer service at all times”. 

•	 You do not have to include every experience – the most 
relevant and up to date experience is enough. 

•	 Where possible, use quantitative information to create 
impact (e.g., “worked in a team of 10”, or “achieved a 10% 
increase in...”).

•	 Do not include photos. 
•	 Do not include emojis or other informal ‘TXT’ talk. 
•	 Use a professional email address.  
•	 Ensure your phone voicemail is turned on and you have a 

professional message. 
•	 Ensure your LinkedIn profile is up-to-date.

•	 DOB or age. 
•	 Marital status or gender.
•	 Religion. 
•	 Health status/medical conditions.  
•	 Nationality (although, if the position is subject to visa 

regulations, make it clear you have working rights). 

What is a résumé?

How should I structure my résumé?

Keep it simple - less is best

How should I discuss my experience?

Professionalism

What else can I leave out?

CONTACT INFORMATION
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OTHER ACHIEVEMENTS

REFEREES

https://uwa.careercentre.me/cv360
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