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Objective:

[add your objective here] 

Example 1: I am a student wishing to obtain a position to work around school hours. I value the importance of providing outstanding customer service and would like to enhance these skills and impart a significant contribution to your business 
Example 2: I am seeking a part time position to work around school hours so that I can contribute my friendly demeanor to provide outstanding customer service. This in turn will also provide me with the skills to learn how to contribute effectively to society and increase my independence.   
Transferable Skills And Abilities:
Examples: [Delete or amend for your Skills]
· Excellent Communication Skills (written and verbal) – Experience working in an environment that requires regular communication with the public at my softball club. 

· Mature, Confident and Friendly Personality – Which assisted me acquiring my first nomination for school council last year
· Experience in Workplace Environment – Currently working Friday afternoons at voluntarily at the local library. 

· Computer Skills – Enhanced through computer studies in 2009. Mostly using excel, word, outlook and internet web applications.
· Willing To Learn and Reliable –I am eager to learn anything required to provide great service and am focused on timely arrival.
Previous Experience:

[add month year started] - [add current or month year finished]
 [Add club, business or group you helped with or worked at] – [add position title eg. Volunteer Position]
Duties: [add duties that can relate to real work]
· Placing books on shelving – Following alphabetical and numerical system

· Tend to customer queries whilst on the library floor

[add month year started] - [add current or month year finished]
 [Add club, business or group you helped with or worked at] – [add position title eg. Volunteer Position]
Duties: [add duties that can relate to real work]
· Computer admin including using web based services to promote websites and articles for marketing practices

· Updating logs and spreadsheets with work status

· Article editing to optimize before being published

· All round assistance whenever needed such as emailing

Education :
[add year for studies] - Current (Attending Year [add year level]):
[add College/School Name]
Add a brief summary (example listed below)
· Model Student with academic interests in people - sociology, psychology and history.
· Completed OH & S training for industry certification at school.
· Currently completing VCE History subject in advance of Year 11 VCE
Availability:

Monday – Friday

4.00pm onwards
Weekends 
References:
References available upon request
[add a small summary]Example: In a nutshell, I am a friendly people person and am really keen to be independent and take steps to support my own development. I would be happy to speak to you further to discuss my suitability (- [add signature or name]
[image: image1]