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Make Your Resume Stand out
It is important to have a well-prepared resume. You need to make sure
that your resume is comprehensive and covers the skills, knowledge and
experiences you have that are relevant to the position for which you are
applying. This means that your resume should be refined every time
you submit it.
The importance of a resume
A resume is a concise summary of your personal information, including such things as your interests, skills
and qualifications.
The resume contains all the essential
information

about

you

that

an

employer needs to know and does not
include material that is irrelevant to
the employer. If you do not have a
resume, you will find it very difficult to
promote yourself to employers when
looking for work!
Your resume is often the first impression that you make on an employer, unless you are cold calling
either on the phone or in person. It is important to know that adults learn and remember things in a
certain way and that you can use this to your advantage and play to their innate biases. These biases
arise from a tendency is called the primacy / recency effect. This simply means that adults are more
likely to remember the last things said to them when trying to recall information or the first few things
said to them. You can use the effect by making a good first impression and a good last impression.
Remember the phrase: “the first thing said and the last thing said sticks in the head”. Make a good
impression the first time!
As your resume is usually the first impression an employer will have of you - it needs to stand out and
really market your relevant skills, knowledge, and accomplishments. Employers usually only spend 30
seconds or so reviewing each resume, therefore, that first impression needs to be the one that counts. To
make your resume stand out you need to note what makes you unique – something that sets you apart
from others, that can get the attention of your potential employer.
Often the biggest challenge for young people is that they may not have enough experience to build a
resume. So, you really need to think about all of the experiences you may have had either working
casually after school, volunteering in a family business or with friends and family as well at any work
placements and school activities.
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Other Resources
Grab our resume templates
Template 1
Template 2
Here is a video on How to
Write a Good CV that grabs
attention.
This video looks at the
Your resume is a document that communicates to an employer
your experience, skills and qualifications. You may think that
you don’t have enough experience to write about in your
resume however, but with careful consideration you can
generally find something.

Elements of a Resume, similar
to that detailed in this Guide.
This article from CareerOne
has some tips of Resume
Preparation and layout.

What to include in your resume
This infographic from Bit Rebel
1.

A career objective - not all resumes have a career
objective, particularly once you have been in the
workforce for a while and your work experiences show
your career path. However, a career objective can be
useful when you are first starting out. On a resume, an
objective may be as brief as a job title. Depending on the
position, the objective may need supporting information
to make the target clear. The most effective objective is
the one which is most specific about the position and type
of employer desired. Do some research into this area
before developing the right career objective for your
resume.
If you are not seeking a specific job at the moment it may
be a general career objective and include your special
qualities and/or work ethics.

2.

Key Skills, Abilities and Achievements – This is a very
important part of your resume where you can summarise
the key things of note that make you stand out or
demonstrate your suitability for the position for which you
are applying.
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covers 7 tips on How to Write
a Resume.

Work skills are a list of abilities you have gained through
work and or study which reflect your achievements,
commitments or responsibilities. In addition, there may
have been other school activities or personal activities
which may indicate your skills in certain areas so consider
these as well. Listed below are some of the many activities
you might get involved in during your time at school. You
should consider the job advertisement details and
employability skills when completing this section.
Think about the various skills in terms of people functions,
thinking functions and doing or action functions. Give
examples of your key strengths relevant to the position for
which you are applying. Some examples include: customer
service, money handling, receiving incoming calls and
making outgoing calls, taking and relaying messages,
stocktakes, using word processing/ database/spreadsheets
and other Computer skills (Word, Excel, PowerPoint, Use
of Internet and Email, data entry), using equipment,
knowledge of work place safety and handling dangerous
tasks, working in a team environment.

A resume is also known a CV. CV is
short for curriculum vitae.

Key achievements should be noted, consider awards you have received, community activities in which
you have engaged, school events that demonstrate skills, leadership activities or representative roles,
sporting achievements, volunteering and anything else that demonstrates relevant skills and abilities,
motivation and making an effort.
3.

Education - It is necessary to include in your resume, the highest level of education you have
completed. Include any relevant subjects and note any specific results that stand out. You should put
your most recent qualification first.
Notes your qualifications, including Advanced Certificates, Certificates, Trade Courses, Traineeships or
Apprenticeships, Higher School Certificate, Year 10, short courses, personal development courses,
First Aid, or Plant Tickets. Include your driver’s license. You should note the location where you
completed the education - the name of the institution where you studied. Thinks also about in-service
courses you may have attended in previous jobs, on-the-job training received if relevant and other
short course you may have taken that are relevant to the position for which you are applying.

4.

Employment History - Your employment history, when you are first starting your career can include
any of the following: Part-time/casual work, Work placement – HSC VET Course, Work Experience,
Volunteer Work or Work/Study shadowing.
For each position you list, note the relevant duties, tasks or capabilities you performed. When
completing these descriptions be mindful of the position for which you are applying and use the
language of the advertisement in your description. The person reading your resume is scanning it for
key words, so make sure you use their words.

5

© CONNECT, Northern Rivers Inc

Remember how you learnt those skills so that you can provide proof to a future employer
during an interview for example or if you ever have to submit comments on selection criteria.
5.

Referees – you will need at least two referees, these should be work references, voluntary
and work experience referees are okay too. Make sure you get permission to use your
referees and always speak to them when you lodge your resume for a position. This is an
essential courtesy. Always check the currency of their details.

Preparing Your Resume
The layout will vary and change as you move through your career and skills and abilities become
more or less important. Often resumes will be tweaked to tailor them to the position for which
you are applying. Not all skills and abilities will be relevant to all jobs.
Tips for setting out your resume
• Keep it short! An appropriate length for your resume is 2-3 pages.
• Be honest about your skills and work experience and make it relevant to the position for which
you are applying. Focus on the skills that best suit what the employer is seeking – cross check
with the job advertisement or information pack
• Be neat always use the same font throughout a resume.
• Organise your information from most recent to least recent.
• Be concise and use action words and phrases when describing your experience.
• Ask a friend or family member to check your resume before submitting it.
• Your resume is a work in progress, and should be updated regularly, including every time you
apply for a position. It can be tweaked to use the language of the advertisement for each job
for which you are applying.
• Use good quality white/cream paper.
• Check all details are accurate.
• Do not send original copies of qualifications and supporting documents in the mail, always make
a good quality copy of your supporting evidence.
• Reconfirm your referees before submitting, including briefing them on the position for which
you are applying.
Make sure that you lay out the resume neatly as this will be an indicator of your word processing skills
and abilities, or lack thereof, if it is not neat. It is also an indication of how much you care and this will
impact the employers impression of you. Remember you are trying to make a good impression, so
keep your resume neat and concise. A three-page maximum is best.
Finally make sure you remember the content of your resume, so that you can respond to any
questions about the content, if needed.
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CONNECT, Northern Rivers Inc is a not-forprofit entity that operates in the Northern
Rivers of NSW, Australia.
CONNECT is focused on supporting young
people still in school, and those who have
recently left school, to reach their full potential
in the fields of work, education and training.
CONNECT offers a range of youth services,
including the Work It Out programme which
operates in the Northern Rivers of NSW. The

Work It Out Programme is designed to support
young people aged 15-19 who are not in
employment, education or training to either
re-engage with school or transition to training
or work.
More information on the Work It Out
Programme can be found at the Work It Out
website, along with other guides in this series.

Check out our website at the link
below for more Guides in the
Work It Out series.

www.workitout.org.au

