
Your Name
M: XXX | E: XXX | LinkedIn: [hyperlink here] | Visa Status: XXX (If applicable)

This is the ‘executive summary’ and is a snapshot of your CV. Craft a small paragraph to introduce yourself. Highlight your values, aspirations and what you enjoy about work. This is also an opportunity to give a very high-level overview of the roles and companies you have experience with. Expand this with a brief sentence or two emphasizing your top skills. 

Experience Summary
	Date:
	Company:
	Role:

	Month/Year – Month/Year 
	Company name  
	Role title 

	Month/Year – Month/Year
	Company name  
	Role title 

	Month/Year – Month/Year
	Company name  
	Role title 

	Month/Year – Month/Year
	Company name  
	Role title 



Skills
Use this section to note your top skills. This can via bullet points or smaller paragraphs, whichever best represents you. The key here is to validate your skills with examples from your career. Depending on the types of roles you have held, this can be separated into different headings (Technical Skills, Personable/Soft Skills, Role Specific Skills.) For example:
Technical Skills
· System Implementation – Developed the processes needed to install a new CRM system for [Company] and oversaw an enterprise-wide implementation of M365. 
· Agile Methodology – During my time spent at [Various Companies], I was responsible for implementing Agile ways of working, acting as the Scrum Master, and managing stakeholder expectations for future improvements. 
Soft Skills
· Leadership – While at [Company], I led a team of 12 direct reports and coached 3 juniors into intermediate positions. 
· Stakeholder Management– While at [Company], I managed various vendor relationships between X, Y and Z and ensured a successful result in the implementation of XXX.
Role Skills
· Project Management: 10 years as a project manager across 4 roles at [Various Companies]. Budgets varied from [x] to [y]. These projects covered the scope and responsibilities of [provide details here]. Achievements of note are [provide examples here].
· Business Analysis: 10+ years as a Senior Business Analyst across both the Private and Public Sector; 5 years as a Lead BA in roles with [Various Companies]. Held roles across both technical and business requirements. Achievements of note are [provide examples here].
Experience
This is the space in your CV to succinctly expand on your experience for each role. It is important to keep in mind the CV length, 4-5 pages is more than enough. 
· One third to half a page should be dedicated to the last 3 roles you held. 
· For experience dating back 5-10 years, less detail is required and a quarter of a page per role will suffice. 
· Anything prior to 10 years should be written as very high-level in a sentence or two and can always be expanded on in your LinkedIn or in an interview if needed.

Example template below: 
Role #1:
Role title 
Company / Organization:
Start Date – End Date
[Specify employment type - contract or permanent]

· Brief description of the company (if it is an international company, or a company not well known within NZ).
· List your top 5+ achievements / deliverables within an organization. This is your space to expand on your accomplishments and show the reader your success in the role. (This section can be done via bullet points, or in a paragraph format.) 
· List your role responsibilities within 3-5 bullet points. Describe your role within the company, expand on your accountabilities, and what your role looked like on a daily basis. (This section can be done via bullet points, or in a paragraph format.)
· Conclude by highlighting your top skills gained from this role. 

Role #2:
Role title 
Company / Organization:
Start Date – End Date
[Specify employment type - contract or permanent]

Same format as above. 


Role #3:
Role title 
Company / Organization:
Start Date – End Date
[Specify employment type - contract or permanent]

Same format as above. 


Role #4:
Role title 
Company / Organization:
Start Date – End Date
[Specify employment type - contract or permanent]

A shorter version of the format above. Shorten your paragraph, quarter of a page maximum.

Role #5:
Role title 
Company / Organization:
Start Date – End Date
[Specify employment type - contract or permanent]

A shorter version of the format above. Shorten your paragraph, quarter of a page maximum.

Role #6 onwards:
Role title 
Company / Organization:
Start Date – End Date
[Specify employment type - contract or permanent]

A shorter version of the format above. Shorten your paragraphs, quarter of a page maximum.


Education & Professional Courses
Expand on any education and professional courses.


References
Note any external (consented) references from previous employers.

