Skills Profile – Resume Planning Template
	Name 


	

	Address


	

	Phone (work)


	

	            (mobile)


	

	            (home)


	

	Email   (work)


	

	             (home)


	

	Current Employment


	

	Education

Highest Qualification - tertiary
	

	HSC  / School Certificate  include year completed
	

	
	

	Work Related Skills

Licences, Certificates


	

	Key Training & Development Programs 
	

	
	

	Current role
	

	Employer
	

	Start date 
	

	End  date (or to present if currently in that role)
	

	3-4 key responsibilities
	

	3-4 key achievements
	

	
	

	Previous role
	

	Employer
	

	Start date 
	

	End  date (or to present if currently in that role
	

	2-3 key responsibilities
	

	2-3 key achievements
	

	
	

	Previous role
	

	Employer
	

	Start date 
	

	End  date (or to present if currently in that role
	

	2-3 key responsibilities
	

	2-3 key achievements
	

	
	

	Other relevant skills and achievements


	

	Cover Letter Information
	

	Role
	

	Reference Number
	

	Company Name
	

	Closing date
	

	Why am I the right person for this role?


	

	Qualifications required


	

	Work skills required


	

	Key Attributes required


	

	Experience Required


	

	Other key points to note


	

	Attachments required


	


