RESUME GENIE HQ RESUME INFORMATION SHEET

Please complete this document with your details and keep it handy

CONTACT INFORMATION

	FIRST AND LAST NAME:
	

	MOBILE/CELL:
	

	LANDLINE TELEPHONE:
	

	EMAIL ADDRESS:
	

	LOCATION: (TOWN/CITY)
	

	POSTCODE/ZIPCODE:
	



EMPLOYMENT AND WORK HISTORY
Start with your most recent job and work backwards. Months and years are necessary. If unsure, include a ‘guesstimate’ – a general overview of your start and finish dates. 

	JOB ROLE TITLE
	EMPLOYER
NAME
	LOCATION
TOWN/CITY
	DATE FROM
MONTH/YEAR
	DATE TO
MONTH/YEAR

	e.g., Kindergarten teacher
	Serendipity
Kindergarten
	Gold
Coast
	January
2022
	current
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EDUCATION AND TRAINING QUALIFICATIONS

	YEAR COMPLETED
	QUALIFICATION NAME/
COURSE TITLE
	NAME OF TRAINING ORGANISATION AND LOCATION OF INSTITUTION

	e.g., 2025
         
         2024
	First aid, CPR, and Anaphylaxis and Asthma management 
Bachelor of Creative Industries
	QUT, Brisbane 
St John Ambulance, Gold Coast 

	

	
	

	

	
	

	

	
	

	

	
	



CONTINUING PROFESSIONAL DEVELOPMENT AND OTHER LEARNING
E.g., Modules you’ve completed at work; conferences or seminars you’ve attended, workshops you’ve been to, or online courses you’ve completed in your own time. 

	YEAR COMPLETED
	MODULE / CERTIFICATE NAMES
	NAME AND PLACE
OF STUDY/TRAINING

	e.g., 2026
	Cyber security/privacy & confidentiality
	XYZ Studios, Brisbane 

	
	
	

	
	
	

	
	
	

	
	
	



TWO REFEREES 
E.g, Current or former employer/boss or colleague, or a character reference 

	REFEREE’S
NAME
	THEIR CURRENT
ROLE TITLE
	THEIR CURRENT PLACE OF EMPLOYMENT
	TELEPHONE (T) AND 
EMAIL (E) 

	

	
	
	T:
E:

	

	
	
	T:
E:
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