Gurriculum Nitae OPtudio

Absolute Perfection o

Professional Resume Wriling Services

Sending the same generic resume out to 100 jobs and crossing your fingers doesn’t work in today’s crowded job
markel.
You need a branded, custom-tailored suite of documents and a modern job search strategy — we’ll give you both.

Our beautifully designed templates are exiremely easy to use and suitable for all types of industries. Simply
download the files to your computer and insert your information into the text boxes. You can change the font
styles, create your own colour paletie, add extra boxes, move sections, and duplicate anything you want in the
templates. You can use the templates with or without a photo. Our templates will come in handy for many years
to come.

Don’t have the time to do your Resume? This is where we step in and help YOU stand out irom the rest. We
provide a distinguished personal service accompanied by absolute proven customer satisiaction. All our Resumes
are ATS Compatible — to ensure that your resume gets picked up by all Job Portals.

Make sure the Resume Writing service you pay for reflects who you are in the most proficient manner so that you
will make an astounding first impression.

Portal Uploads:
We also assist in loading your resume onto Jobs Portals for eg, LinkedIn, Pnet, Indeed, Careers 24 ect.
Job Search Assistance:

We specialize in searching and applying for Jobs that are available, on your behali. We sign in irom your Job
Portals and apply for positions on your behali. You will be able to see which positions we applied for when we
work through your Job Portals. If we know the Recruiter, we will contact them directly and see if we can arrange
an interview for you as soon as possible.



CONTACT
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SKILLS

@ Creativiy
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‘What makes you the right candidate? Briefly sell yourself wath your attributes %
and achéevements. Summarise yourself and past experience and how 1t has led R s Nate s
You 10 where you are now. A quick overview of your education and Workplace

SKILLS

@ Organisationai siils
@ Time Management
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@ stratege
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Professional Resume Templates

Season 1 - Template 1

2 Page Resume & Cover Letter Set | Modern & Professional | Instant Download | Microsoit Office

REFERENCES

NAME & SURNAME

Reference Name 1
—
i
one Number
PROFESSIONAL CONTRACT CV PROFILE
Reference Name 2
Workplace
]
Number
What makes you the right candicate? Briefly sell yourself with your attributes and
achievements. Summarise yourself and past experience and how It has ledyou to Reference Name 3
where you are now. A quick overview of your education and qualifications s also
3 great way to sell yourself in this first short paragraph. You can go into further

detailthat s job specific in your cover letter but keep this section about you.

WORK EXPERIENCE

ENTER JOB POSITION HERE

Workploce Name & Detals

Date From & To Current

Start with your most current job position and work backwards. Describe your role
at each company. What was your position?
were employed there. How did you benefit the company and what could you take

action verbs to des

ibe why you

from this role to apply to the new pasition.
« Uit the skills you gained and the things you learned. You can also list any
ccompl s that arerelevant. You can and figures to

show your performane
+ Numbers proveyour achievements instead of st saying them

ENTER JOB POSITION HERE
Workplace Name & Detalls

Date From &To

Aim to sell yourself but keep it concise and clear. If past jobs have no relevance to

Vour new position, don't go Into to much detall or Just focus on the spectfic skills

you gained from them that will add value in your prospective job.

* Focus on your past experience that directly refates to the ariteria of the new
postion. Use keywords to ensure that you stand out.

WORK EXPERIENCE

ENTER JOB POSITION HERE
Workplace Name & Details

Date from & To

Youmay want to list any challenges you faced in the position and how you overcame
them. Again, keep this concise and relevant to the positior
Youin a postive light,

and ensure they present

ENTER JOB POSITION HERE
Workploce Name & Details

Date from & To

Lst your atirbutes and what you can take from past employers. You can talk about
your punctuality, work ethic and dedication to your jb. Re-read the job advert
several times to ensure you are mesting the critera of the prospective job, Also be
sure t0 proof read your resume and spellcheck.

EDUCATION
QUALIFICATION
Ploce Of study
Date From & To
You can list any achievements and academic scores that stand out.

QUALIFICATION

Ploce Of Study

Date From & To

You can list any achievements and academic scores that stand out.

QUALIFICATION
Ploce Of Study
Dote From & To

You can list any achievements and academic scores that stand out.

QUALIFICATION

Ploce Of Study

Dote From & To

You can list any achisvements and academic scores that stand out,

www jobsworldwide£o.2a

Template 2

NAME & SURNAME

PROFESSIONAL CONTRACT CV PROFILE

COVERING LETTER

Date

To Enter Persorr's Name of Company Name
ENTER POSITION BEING APPLIED FOR...

Thissectionis the first point of contact, it needs to be engaging and demonstrate that
You have the skils to meet the requirements of the job. You need to convince the
‘employer that you are what they are lookng for. It also needs to be job specfic and
relate diectly bock to the advertised job description

Wncludea brief introduction about who youare and why you would fike the job. What

can you bring to the company? Expand on your relevant skills, qualifications and
achievements. Ahvays relate it back to the application criteria and hows you will meet

ther requirements.

Useyour craativiy In your writing 1o kesp your rasume exciting to ssparate you from

the competition.

Thank the prospective employer for taking the time to consider your

www jobsworldwids coza
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NAME & SURNAME

Workplace

PROFESSIONAL CONTRACT CV PROFILE

qualifications is also a great way to sell yourself in this first short paragraph Email

You can go into further detad that is job specific In your cover letter but keep

this section about you

WORK EXPERIENCE

ENTER JOB POSITION HERE

Workplace Name & Det

Date From & To Current

Startwihye job position = ole
at each company. What was your position? Use action

were employed there. How did you beneft the company and what could

erts to describe w

take from this role to apply o the new postion.

= and the things you leamed. You can also list any

t the skills you gain
accomplishments that are relevant. You can include numbers and figures to
show your performan

ead of just

* Numbers prove your wing them.

ENTER JOB POSITION HERE

Workpioce Name & Detals

Date From & To

Aim o sell yourself but keep & concise and clear, If past jobs have no relevance

sialls you gained from them that will add value In your prospective Job.

* Focus on your past experience

at directly relates to the criteria of the new

posion. Use keywords to ensure that you stand out

REFERENCES

Reference Name 1

Reference Name 2

WORK EXPERIENCE

ENTER JOB POSITION HERE

Workploce Name & Detolls

you faced in the position and how you

rcame them. Agah, keep this concise and relevant to the position and ensure

they present you In a positive lght

ENTER JOB POSITION HERE
Workploce Name & Detods

Date fram & To

List your attributes and what you can take from past employers. You can talk

about your punctuslity, work ethic and dedica your job. Recead the job

advert o ensure you g the criteria of
K

Also be sure to proof resd your resume and spell

EDUCATION

QUALIFICATION
Place Of Study
Date From & To

You can list any achievements and academic scores that stand out

QUALIFICATION
Place Of Study
Date From & To

You can kst any achievements and academic scores that stand out.

QUALIFICATION
Place Of Study
Date From & To

You can list any achievements and academic scores that stand out.

QUALIFICATION
Ploce Of study
Date From & To

You can It any achievements and academic scores that stand out.

www jobsworldwide £o.za

NAME & SURNAME

PROFESSIONAL CONTRACT CV PROFILE

COVERING LETTER

Date

To Enter Person’s Name of Company Name
ENTER POSITION BEING APPLIED FOR...

Trissection s the first pairt of contact, t needsto be engaging and demonstrate
that you have the sills o meet the requirements of the job. You need to
convince the employer that you are what they are looking for. It also needs tobe
job specific and relate directiy back to the advertised job description.

Include 3 brief introduction about who you are and why you would like the job.
What can you bring to the company? Expand on your relevant skils,
qualifications and achievements. Always relate it back to the application riteria
and how you will meet their requiremerts.

Use your creativity in your writing to keep your resume exciting to separate you

from the competition.

Thank the prospective empioyer for taking the time to consider your application.

¥ind Regards

www jobsworldwide co.za



Templale 3

2 Page Resume & Cover Letter Set | Modern & Professional | Instant Download

NAME & SURNAME

CUTIVE RESUME PROFILE

(o
@ Contact Number
® Email Address

SKILLS

@ crestury

@ Time Management
@ people it

@ communication skiks

@ strategic Thinks

@ poobien

Executive
Resume

Profile

* Greativity

* Organisational sk
*  Project Management
* Peoplesils

* Model making skills
« Safety regulations

*  Problem Solving

@ hitps://www.linkedin.com/in/name&

What makes you the right candidate? Briefly sell yourself with your attributes and

achieve

narise yourself and pas

xperience

how t has ledyou to

whese you are no

A quick overview o

f your education and g

iificatio

salso

a great way to sell yourself in this first short paragraph. You can go into further

detail that is job specific in your cover letter but ke

this section about you.

WORK EXPERIENCE

ENTER JOB POSITION HERE

Workpiace Nome & Detalls

Date From & To Current

Start vath your most current job position and work backwards, Describe your role
at each company. Wi
were employed
from this role to apply to the new position.

vas your position? Use action verbs o describe why you
ke

ere. How did you benefit the company and what could you't

o st

lis you gained and the things you leamed. You can also list any
t are relevant. You can

and figuresto
show your performance.

o Numbers prove your achievements instead of ust saying them,

ENTER JOB POSITION HERE
Workpiace Name & Details

Date From & To
2im to sell yourself bust keep It concise and clear. If past jobs have no relevance

to your new position, dorr't g0 into too much detail or just focus on the speciic

skills you gained from them that will add value in your prospective job.
+ Focus on your past experience that directly ralates to the criteria of the new

position. Use keywords to ensure that you stand out.

2 Page Resume & Cover Letter Set | Modern & Professional |

Name &
Surname
B email address
8  contactvumber
‘ Mome address

T mtepss v aovman comvinmame
Ssurmame-ab0GOS181

{xperience

ENTER JOB POSITION HERE

REFERENCES

Reference Name 1
Workplace
Emall

e Number

Reference Name 2
Workplace
Email

Phone Number

Reference Name 3

Phone Number

Reference

Reference Name 1
Workplace

Email

Phane Number

Reference Name 2
Workplace

Email

Phone Number

Reference Name 3
Workplace

Email

Phone Number

WORK EXPERIENCE

ENTER JOB POSITION HERE

Workpioce Nome & Details

Date From & To

You maywant to list any challerges you faced in the position and how you overcame
them. Again, keep this condse and relevant to the position and ensure they present
you na positive light

ENTER JOB POSITION HERE

Workploce Nome & Details

Date From & To

List your attributes and what you can take from past employers. You can talk about

your punctuaity, work ethic and dedication to your job. Re-read the job advert
several times to ensure you are meeting the criteria of the prospective job. Also be

sure to proof read your resume and spell check

EDUCATION

QUALIFICATION
Place Of Study
Date From & To

You can st any achievements and academic scores that stand out.

QUALIFICATION
Place Of Study
Dote From & To

You can list any achievements and academic scores that stand out

QUALIFICATION
Place Of Study
Date From & To

You can st any achievements and academic scores that stand out

QUALIFICATION
Ploce Of Study
Date From & To

You can list any achievements and academic scores that stand out

wwwjobswarldwidecoza

Templale 4

perience

ENTER JOB POSITION HERE

them. Again s co d relevant to

Ition and ensure they present you in a postive ligh

ENTER JOB POSITION HERE

ibutes and what you can take
can talk aboutyour punctuality, work ethicand n 10 yourjob.
ad the job advert several times 0 ensure you are meeting th

QUALIFICATION
Place Of Study

/ou cn st any achievements and ores that stand out

QUALIFICATION

ou canlist any ach

QUALIFICATION
Place Of Study

fou can st any achie scores that stand out.

QUALIFICATION

Date From & To

ou canlist any ach s nd out

www jabsworldwide.co.za

NAME &

EXECUTIVE RESUME PR

@ Contact Number
@ Email Address

Executive
Resume
Profile

makes you theright
candidate? Brie

yourself with

sttributes and

achievements. Summarise

| Microsoft Office

SURNAME

linkedin. fin/r & b

@

COVERING LETTER

To Enter Person’s Name of Company Name
ENTER POSITION BEING APPLIED FOR.

This
thatyou have the skil

ection Is the first point of cont

1, Itneeds to be engaging and demonstrate

requirements of the job. You need to convince
the employer that you are what they are looking for. It also needs to be job

description.

specific and relate directly back to the advertised j

include a brief introduction about who you are and why you would like the job.

What canyou bring t

company? Expand on your relevant skills, qualifications
and achievements. Always relate it back to the application criterla and how you

will meet thelr requirements,

Use your creativity in your writing to keep your resume exci

ting to separate you
from the comp

0

Thank the prospective employer for taking the time to consider your application.

Kind Regards

www jobsworldwida.co.za

Instant Download / Microsoft Office

Name &
Surname

Email Address
Contact Number
Home Address

https:/fwww.linkedin com/in/name
&sumame-ab0605181

Covering Letter

Date

To Enter Name of Company Name

ENTER POSITION BEING APPLIED FOR.

looking for. & ko needsto be
advertised job description
clude a brief Introy
e job. What can y
qualiicatios

n criteria and how

employer for taking the time
application.

Kind Regard:



2 Page Resume & Cover

NAME & SURNAME

EXECUTIVE RESUME PROFILE

WORK EXPERIENCE

CONTACT

ENTER JOB POSITION HERE
Workploce Nome & Details
Dote From & To Current

Start with your mo

current job position and work backwards
Describe your role at each company. What was your position? Use
action verbs to describe why you were employed there. How did you
benefit the company and what could you take from this role to apply
10 the new position,

« List the skills you gained and the things you learned. You can akso

list any accomplishments that are relevant. You can include

rumbers and figures to show your performance.

 Numbers prove your achievements instead of just saying them.

ENTER JOB POSITION HERE
Workploce Nome & Details
Dote From & To

Aim to sell yourself but keep It concise and clear. If past jobs have no
relevance to your new position, don't go into too much detall or just
focus on the specific skills you gained from them that will add value in
Your prospective job.

« Focus on your past experience that directly relates to the criteria

of the new position. Use keywords to ensure that you stand out.

Template

WORK EXPERIENCE CONT'D

ENTER JOB POSITION HERE
Workploce Name & Details

Date From & To

You may want 1o list any challenges you faced in the position and how
vou overcame them. Again, keep this concise and relevant to the
postion and ensure they present youin 3 positive ight.

ENTER JOB POSITION HERE
Workplace Name & Detoils

Date From & To

List your attributes and what you
Tk about your punctuality, work et

take from past employers, You can
and dedication 16 your job. Re:

read the job.  ensure you weris

of the prospective job. Also be sure 1o proof read your resume and spell

EDUCATION

QUALIFICATION
Place Of Study
Date From & To

You can list any achievements and academic scores that stand out,

QUALIFICATION

Place Of Study

Dote From & To

You can list any achievements and academic scores that stand out

QUALIFICATION

Place Of stuay

Dote From & To

You can list any achievements and academic scores that stand out,

QUALIFICATION

Place Of Study

Date From & To

You can list any achievements and academic scores that stand out.

www.jubsworldwide.coza

J

REFERENCES

Reference Name 1

one Number

Reference Name 2

hane Number

Reference Name 3

Template 6

Letter Set | Modern & Professional | Instant Download |/ Microsoft Ofiice

NAME & SURNAME

EXECUTIVE RESUME PROFILE

COVERING LETTER

Date
ntact N
To Enter Person’s Name of Company Name £mail Address

ENTER POSITION BEING APPLIED FOR...

This sectios

5 the first point of contact, it needs to be engaging and
demaonstrate that you have the skillsto meet the requirements of the

job- You need to convince the employer that you are what they are
Tooking for. It ako needs 1o be job specific and relate directly back to

the advertised job d

ription.

Include a brief introduction about who you areand why you would like

? Expand on your relevant

e it back to the

the job. What can you bring to the compan

skifls, qualifi

tions and achievements. Always rel

application criteria an

how you will meet their requrements.

Use your creativaty in your writing to keep your resume exciting to
separateyou from the competition.

Thank the prospective employer for taking the time to consider your
application.

xind Regards

www jobsworldwide.coza
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EXECUTIVE
RESUME PROFILE

CONTACT
6 Home Address

@ Contact Number
@ Email Address

NAME &
SURNAME L RNE. e

‘name-ab00s181
SKILLS

What makes you the right candidate? Briefly sell yourself with your attributes

and achievements. Summarise yoursef and past experience and how it has led Creativiy

Youto where you are now. A quick overview of your education and qualifications Organisational Skill

Is als0 a great way to sell yourself In this first short paragraph. You can go Into
Time Management
further detail that s job specific in your cover letter but keep this section about

you People sills
Communication skills
Strateglc Thinking

ENTER JOB POSITION HERE

Workplace Nome & Details

Date From & ToCurrent

Start with your mast current job position and work backward: your role at

‘each company. What was your position? Use action verbs to describe why you were EDUCATION ‘

employed there. How did you benefit the company and what could you take from

this role to appiy o the new position.

Problem Solving

QUALIFICATION

Place Of Study

Date From & To

You can fist any achievements
and academic scores that stand

List the skills you gained and the things you leamed. You can also fist any
accomplishments that are relevant. You can include numbers and figures to
show your performance.

o Numbers prove your achievements instead of just saying them.

out
ENTER JOB POSITION HERE

Workplace Nome & Details QUALIFICATION
Dote From &To Piace Of Study

Aim to sell yourself but keep it concise and clear. If past jobs have no relevance to  Date From & To
Your new pasition, dort go into too much detail or just focus on the specific skills  You can list any achievements
You gained from them that will add value in your prospective job. ‘and academic scores that stand
« Focus on your past experience that directly relates to the criteria of the new out

position. Use keywords to ensure that you stand out.

ENTER JOB POSITION HERE
Workplace Name & Details
Dote from & To

Youmaywant tolist
them, Again, keep this concise and relevant to the position and ensure they present

you n 3 postive I

ges youfaced inthe poskion and how you over

ENTER JOB POSITION HERE
Workplace Nome & Details
Dote from & To

and what you
your punctualty, work ethic and dedication to your job. Re-resd the job advert

n take from past employers. You can tak about

several times.

rsure you are meeting the criteria of the prospective job. Alsc be.

sureto proof read your resume and spell chack.

REFERENCES

Reference Name 1
Workplace
Emall

Phone Number

Reference Name 2
Workplace
Email

Phone Number

Reference Name 3
Workplace

Phone Number

EXECUTIVE
RESUME PROFILE

CONTACT

“i& = 6 Home Address
NAME & g:j:f:'
SU R NAM E @ https://ww linkedin.com/in/namesur

Date

To Enter Person's Name of Company Name
ENTER POSITION BEING APPLIED FOR...

This section s the first point of contact, It needs to be engaging and demanstrate that you have the skill to meet
the requirements of the job. You need to convince the employer that you are what they are locking for. It also needs
10 bejob specificand relate directly back to the advertised job description.

Indlude a brief introduction about who you are and why you would fike the job. What can you bring to the company?

Expand on your relevant sill, qualifications and achievements. Alvays relate It back to the application criteria and
how you will mest thelr requirements.

Use your creativty In your writing to keep your resume exciting to separate you from the competition.

Thark the prospective employer for taking the time to consider your application.

Kind Regards

www jobsworldwide co.za
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mﬂ:-:mdms
s 8 reat way o el yoursel in i st shrt
. You can go int mﬂulh:ph
Mhmwﬂu:nwhm
about you..

Work Experience

ENTER JOB POSITION HERE
Workplace Nome & Details

. DoteFrom & To Current
“Start with your most current job position and work
backwards, Describe your role at each company.
What was_your position? Use action verbs to

I Education A

‘QUALIFICATION /

N Ploce of Study /
describe why you were employed there. How did s
You benefit the coriipany and what could you take B
from this role to apply to the Aewposition, . You'can list any achisvements and academic scores that
o Listthe skills you gained and the things you stendout
learned. You can aso list mymmvfnhmems
Youcan
figures to show your performance.
« Numbers prove your Of study
Just saying them. DateFrom & To
You can lst any achievements and academic scores that
standout.
QUALIFICATION
Place Of Study
M‘hﬁmm‘“ﬂﬁmﬁ DateFrom & To
specific skils you gained from them that will add You can st any achievemer
Value in your prospective job. ey
. Founuyu: past experience that directy
the citeia of the new position. Use:
lq-nn!sh—-upu stand out.

it

| Referen‘:es

ENTER JOB POSITION HERE .
Phone Number
Workploce Nome & Detaits ——
O P S Ys. Referance Name 3
List your sttributes and what you can take from past Wortplace

‘employers. You can tak about your punctuality, work

ethic and dedication to your job. Re-read the job advert ~ Emal

several times to ensure you are meeting the crtena of Phone Number
the prospective job. Also be sure to proof read yeur

resume and spell check /

www jabsworldwide coza

Coverin}l Letter

To Enter Person's Name of Company Name

ENTER POSITION BEING APPLIED FOR...

This section is
skl 10 meet the requirements of the job. You need 1o convince the employer that you are what
they are looking for. 1 5o needs to be job specific and relate directly back 1o the advertised job
desaription.

What can you baing
mihwmwwmlmnwmtxwxwmm hways relate it

m.wm&-ww-mwmwummm‘hmywhmu
‘competition.

Template o

2 Page Resume & Cover Letter Set | Modern & Professional | Instant Download / Microsoft Office

Name &

Sllrname
/DM/MJ’I'M«/ Contract CYf P/‘-Vf/%

Profte B

What makes you the ri Briefiy sell you your attributes

~

@ | Home Address
and achievements. Summarise yourself and past experience and how it has led

Coritact Number youtowhere you are now. A quick overview of your education and

I tway to sell y i You

Email Address can go into further detail that s job specific in your cover letter but keep this
‘section about you.
httpsy//www. linkedin.c

om/in/namegsurmame-

ab0605181

Lyperience

ENTER JOB POSITION HERE

Workploce Nome & Detoils

Date From & To Current

Start with your most current job position and work backwards. Describe your role at
each company. What was your position? Use action verbs to describe why you were.
employed there. How did you
role toapply tothe new position.

Creativity

Organisational Skills

Time Management

People Skills o Listthe skills you gained and the things you learned. You can also list any.
accomplishments that are relevant. You can include numbers and figures to show
Communication Skills your performance.
Strategic Thinking « Numbers prove your just saying them.
Problem Solving.
ENTER JOB POSITION HERE
Workploce Nome & Detoils
Date From & To
Am to sell yourself but keep it concise and clear. If past jobs have no relevance to
your don'tgointo il or just fo v
gained from them that will add value in your prospective job.
« Focus on your relates to the cri f the new

position. Use keywords to ensure that you stand out.

ENTER JOB POSITION HERE

Workplace Nome & Details

Date From & To Current

Start with your ition and your rale
at each company. What was your position? Use action verbs to describe why you

3 you t pany
from this role to apply to the new pasition.

o Ust g5 Y

show your performance.

ENTER JOB POSITION HERE
Workploce Nome & Details.

Dote From & To

Am 10 sell yoursef but keep It condse and ear.  pastjobs have o celevace to
Your new position, don't Just spe

position. Use keywords to ensure that you stand out.

Keferences

Reference Name 1

Reference Name 2
Workplace

Email

Phone Number

Reference Name 3

www jobswarldwide.coza -

Name &
Surname

&oww(, Letter —

@ Home

To Enter Persor’sName of Company Name

ENTER POSITION BEING APPUED FOR...

the employer that you are what they are locking for. It s needs to be job

Include » brief introduct on sbout who you are and why you would ke the job.

and achievements. Ahways relate 1 back 1o the application criteris and how you
‘will meet their requiremerts.

from the compet tion. o
plover for taking
Kind Regards
www jobsworldwidecoza [ -




Template 9

2 Page Resume & Cover Letter Set | Modern & Professional | Instant Download / Microsoft Office

NAME & EXECUTIVE RES o WORK EXPERIENCE
SURNAME ) PROFILE ORERTION

NAME & @ EXECUTIVE RESUME
ENTER JOB POSITION HERE SURNAME 20\ PROFILE

Contact Number

Contact Number
Email Address

Home Address
QUALIFICATION

P hitps:/fuww. inkedin.com,
ambers and fgure
Place Of Study .

ametsumame-
SL0605181

virg them.
You can list any achieveme =

PROFESSIONAL PROFILE

What makes you the right candidate? Briefly sell yourse with your

tes and achevements. Summarkse yourself and past experience
and how it has led you to where you are now. A auick overview of your
education and qualifications is ako a great way to sell yourse If in this first

short paragraph. You can g irto further detail that is job specific in your QUALIFICATION ENTER JOB POSITION HERE

cover letter but keep this section about you,

To Enter Person's Name of Company Name

" Workplace Nor ENTER POSITION BEING APPLIED FOR.

This section isthe firs: point of contact, it needsto
od in the posttion and e s

- ¥ 7 7 B R you have ments of the job.

SKILLS . sremihihs amployer that you ars what they are lbaking fo. t aio neads t ba job spec
job descrigtion.
@ Creativity
S uction sbout who you are and why you would ke the
REFERENCES ENTER JOB POSITION HERE ey pd
@ Organisational skifls v Expand on your relevant s
M A & Ouct /s relate it back 1o the appls

@ Project Management Reference Name 1 ther requremen
T— N 2n tak
@ People skills mei - ¥ ok e A e 0 your ob. Re-read the jok your creatiity in your writing o k ing to separate you from
@ Wodel making skills umb . mes to ensure you are meeting the creeria of the comptkion.

= Thank the prospecive employe for taking the time 1 consider your application
i seiety et s Reference Name 2
@ Problem Sohin workp

Kind Regards

wwwjobsworldvide

Template 10

2 Page Resume & Cover Letter Set | Modern & Professional | Instant Download / Microsoit Office

Name & Surname o Wor

en

Name & Surname

QUALIFICATION ENTER JOB POSITION HERE
Workplace Name & Det
Date From & To Current

Executive Resume

Executive Resume

Place Of Study

Sate From & To Start with your most current job position and work backwards. Describe

. . u can list any. your role at each company. What was your position? Use action verbs to z
Contact erfessloml Profile You em by X A ik s Contact ] | Professional Profile

a . describe why you were employed there. How did you benefit the company

[ oo kb Whatimekes ou the rght candidate? 8riely sel yours with your and what could you take from this role to apply to the new position. o = v
L e o Listthe skills you gained and the things you leamed. You can alo list

I Contact Mambes . any accomplishments that are relevant. You can include numbers and B Contact Numiber !

W cral Address o Yo , fgures to show your performance. B cmoiAddess fow A v

I Ppsi//www inkedin qualfications is abie « Numbers prove your achievements instead of just sayfng them. [ T educatic 1l yourse f in this first

surname-ab0505181 o

You can list any achievements and

cover letter but keep this section about you. ores that stand o ENTER JOB POSITION HERE
workplace Nome & Detalls

Date From &To

Aim to sell yourself but keep it concise and clear, If past jobs hav

Work Experience QUALIFICATION

Place Of Study relevance to your new position, don’t go into oo much detail or just focus

ENTER JOB POSITION HERE

on the specific skills you gained from them that will 3dd value in your
e Workploce Nome & Detaiis 5
Organt : prospective job.
any achieveme
« Focuson your past experience that directy relates to the criteria of the

To Enter Person’s Name of Company Name

@ e Management ost current job position and work backwards. Describe that

5 new position. Use keywords to ensure that you stand out.
S in Your role at each company. What was your posmion? Use acion verbs S
describe why you were employed there. How did you benefit o
@ communication skl and what could you take from this role to apply to the new pos T
o Listthe skills you gained and the things youleared. You can also list References demonsirate that you have the skils to meet the requirements of the job
any accomplishments tha are relevant. You can include numbers and Youneed to convince the employer that you are what they are looking for.
figares to show or Reference Name 1 it also needsto be job specfic and relate directly back tothe advertsed job

o Numbers prove your achiever = description.

rhplace

include 8 brief introduction sbout who you are and why you would Tike the

ENTER JOB POSITION HERE Email

job. What can you bring to the company? Expand on your relevant skill
Workploce Nome & Details Phone Number

qualfications and achievements. Ahways relate 1 back to the application
Dote From & To crteria and how you will meet thei requirements.
Alm <o sell yoursef but keep i concise and clear. f past jobs have no Reference Name 2
aena v Vol e puatbm B o ko ot R dasat o et o Use your creativity in your writing to keep your resume exciing to separate
2 Workplace you fram the compettion
ppsugaten gty W ot o -
prospective job. Email Thank the prospective employer for taking the time to consider your
5 on your past experience that directy reltes to the crterizof Phane Number

application
the new position. Use keywords to ensure that you stand out
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workplace
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Time Management
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Adaptability & Flexbilt

NAME & SURNAME

EXECUTIVE RESUME PROFILE

What makes you the right candidate? Brefly sell yoursef with your atributes and

and and how it has led you to

where you are now. A quick You aiso
agreat way to sell yourself in this first short paragraph. You can g0 into further
detail that is ob specific in your cover letter but keep this section about you.

WORK EXPERIENCE

ENTER JOB POSITION HERE

Dote From & To Current

Start with your mest cur rert job position and work backwards. Describe your role

3t each company. What was yt action verbs to describe why you

were employed there. How did
from this role to apply to th

o Ust the sidlls you gainad and the things you leamed. You can 3o |

accomplishments that are reievant. You can include numbers and figures to
show your performance.

o Numbers prove your achievements instead of just saying them.

ENTER JOB POSITION HERE
Workplace Nome & Detoils

From & To

i 10 sell yourse but keep it concise and clear. If past jobs have no relevance

much detall or just focus on the specic

o  prosp

tive job.

o Focus on your past experience that directly relates to the criteria of the new

position. Use keywords to ensure that you stand out.
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REFERENCES

Reference Name 1
Workplsce

Email

Phone Number

Reference Name 2
Workplace

Email

Phone Number

Reference Name 3
Workplace

Email

Phone Number

WORK EXPERIENCE

ENTER JOB POSITION HERE
Workplace Nome & Detal
Oare From & To

Youmaywant to istany challengs

Again, keep this concise an

posgtieight

ENTER JOB POSITION HERE
Wors place Name
Oate

List your attributes and what you can take from past employers. You can tak about

nd dedication 1o your job. Reread the job advert

your punctuaiity, work ethic

EDUCATION

QUALIFICATION
Place Of Study
Date From & To

iy achievements and academic scores that stand out.

QUALIFICATION

&0

any achievements and academic scores that stand out

QUALIFICATION
Ploce Of Study

scores that stand out.

QUALIFICATION

Ploce Of Study

Dote From & To

You can st any achievements and academic scores that st
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EXECUTIVE RESUME PROFILE

What v v ibutes and

sey jence and how it has led you to

where you are now. your
3 reat way to sell yourselfin this first short paragraph. You can go into further
detall that Is job specific In your cover letter but keep this section abot you

COVERING LETTER

Date

To Enter Person's Name of Company Name
ENTER POSITION BEING APPLIED FOR..

This section i the first polit of contact, It needs to be engaging and demaonstrate
that tomeetthe the job. You

the employer that you are what they are looking for. It also needs to be job
specific and relate directly back to the advertised job description.

Indude a brief introduction about who you are and why you would like the job,
What can you bring tothe company? Expand on your relevant skills, qualifications
and achlevements. Always refate it back to the appiication criteria and how you
Wil meet their requirements.

Use your creativity in your writing to keep your resume exciting to separate you
from the competition,

Thank the prospective employer for taking the time to consider your application.

1Gnd Regards
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EXPERIENCE

ENTER JOB POSITION HERE

postion. Use ke ensure that you stan

EDUCATION

QUALIFICATION

e Of Sturh

REFERENCES

Reference Name 1

ENTER JOB POSITION HERE
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EXPERIENCE

ENTER JOB POSITION HERE

EDUCATION

QUALIFICATION
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ENTER JOB POSITION HERE

REFERENCES osebiming

Reference Name 1

kplace Numb
. bers prove your achievements instead of just saying thes

Reference Name 2
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Number

Reference Name 3
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WORK EXPERIENCE )

ENTER JOB POSITION HERE
Workplace Nome & Detor
Dote From & T

EOUCATION )

QUALIFICATION
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NAME &
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PROFILE )

EXECLTIVE

RESUME

JALIFICATION

't candidate? Briefly sell yourself with your attributs

eff and past experience and how thas

QUALIFICATION

CONTACT
) Lo
) Emall Address

ick overview of your education and qualfications is also

aph. You can o Into further

keep this section about

WORK EXPERIENCE )

ENTER JOB POSITION HERE

REFERENCES

Reference Name 1

n verbs to describe
any and what could

Reference Name 2

Workploce

e Number

Reference Name 3
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COVERING LETTER )

RESUME

To Enter Persor's Name of Company Name

ENTER POSITION BEING APPLIED FOR...

s, qual s and

and how you will meet

separate you

Thank the prospective employer for taking the time to consider your appication.

Kind Regards
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Name & Surname

CONTACT

. Home Address

Contact Number
Email Address

Pitps://www finkedin.co
mfin/name&surmame-
0505181

SKILLS

= Highly Motivated
= Career Driven

® Passion For My Job
® Hard Working

= Positive Attitude

= Responsible & Rebiable

Executive Resume

PROFESSIONAL PROFILE

This is your f
candidate? Briefly sell yourself with your attributes and achievements,
Summarize yourself and past experience and how it has led you to where
you are now. A quick overview of your education and qualifications & also
a great way to sel yourself in this first short paragraph. You can go into
further detall specific to each job in your cover letter but keep this section

about you

WORK EXPERIENCE

ENTER JOB POSITION HERE

Enter Workploce Name & Details

Date From & To Current

Start with your most current job position and work backwards. Describe
your role at each company. What was your position? Use action words
{100k up ‘action words’ on Google) to describe why you were employed

there. How did you bene|

it the company and what could you take from

this role to apply to the new position

« Lst the siiis you gained and the things you leamed. You can aiso list
any accompiishments that are relevant,

* You can include numbers and figures to show your performance.
Numbers prove your achievements instead of just stating ther.

Aim to sell yourself but keep it concise and clear. If past jobs have no

relevance to your new position, don't g0 Into too much detallor Just focus

on the specific siks ined from them that will add value

) g your

prospective job.

EDUCATION

= QUALIFICATION

® QUALIFICATION
Piace of study
Oane From & To

QUALIFICATION

® QUALIFICATION

tudy

REFERENCES

REFERENCE NAME 1

Worpiace

REFERENCE NAME 2
Workgiace
e

Phone Numser

REFERENCE NAME 3
Wodkplace

e Mumser

NS

WORK EXPERIENCE

ENTER JOB POSITION HERE

er Workplace Name/Detalts

Dote to & From

106us on your pat experience that directly relates to the critera of the
new position. You may want to fist any challenges you faced in the
podition and how you overcame them.

+ Again &

p this concise, relevant to the position and ersure they

present you in a positive Ight.

ENTER JOB POSITION HERE
Enter Workplace Name/Detolls
Date to & From

List your attributes and what you can take from past employers. You can

tak about your punctuality, work ethic and dedication to your job.
* Re-read the job advert severai times 1o ensure you are meeting the
criteria of the prospective job.

+ 8e sue to proof read your resume and spell check.

ENTER JOB POSITION HERE

Workplace Name & Detols

Dote From & To Current
Start with your most current job position and work backwards. Describe
your role at each company. What was your position? Use action words
look up “ction words' on Googie) to describe why you were employed
there, How did you benefit the company and what could you take from

this role to app

the new pasition

o List the skills you gained and the things you learned. You can also bt
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Covering Letter

This sectio it ot of contact. it needs b0 be engaging and demonst

of e o You need 13 convince the employer that you are

seic and relate Ermcthy back o the advertsed o

ouction sbout wha vou are and why vou would ik

andachievements Abw

Use your cresty i yoor wrteg i keep

the prospective emaioyer for e time to consider your application

i megar
Name & Surname
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CONTACT
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6000
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EXECUTIVE RESUME

PROFILE

This s your first dhunce 10 impred the recrwitir. What imabes yos the

gt anddie? ey wil yoursell wih you aurboses and

achievemenns. Summarise yourssd] 4red sest esperience and how it s

oy 1 s v e reow. A quick crasnviese of your edacation and
QuuTicanions is 4o 3 great way %o sell yoursel in this frit dhort
paragrich. Yeu cin g0 o futher el speoic 1o wdh job is your

coovee et Bt b this setion abaun yeus

EXPERIENCE

ENTER JOB POSITION HERE
Enter Workpace tae & Datetds
Dete From & To Curvere

0411 with your mos curment job poution and work bacmards. Descrite

Your rok 8t wach compiny. Whit wes yor godtion? Le actisn werds
ook us “sction werd” on Googel 12 describe my You Weew amgroped
e Forw did 0o bl the exem gy and what s yu ke Fem
8t o 10 sty 10 the rew peation.

® List the i1 you gained nd the things you learsed. You can 4o st

ay et e rebesare.
* You can incude numbers and fgures 1o show your periormance.
Marriturs o your achasecr s e of ksl g theem.

A %0 s yoursel St bep 1t comciin and cear, If paet jobss have 50

e poaition, don't o just focs

o0 the spectic

1k yeus guired froms thass hen wil 4dd vl in your

prospective job

EDUCATION

QUALIRCATION
Piaca of Stuaty
Oute From & To
Rasusts

QUALIRCATION
Pl of Sty
Que From & To
Rosuits

QUALIRCATION
Plac of Stusty
Qe From & To
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Oune From & To
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Phen Manber

Reference Narme 3
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EXPERIENCE

ENTER JOB POSITION HERE
Encer Warkakece Neme/Drtas

Date 10 & Fram

Focu on your pAst experimnce that dewcly relates 10 the ahers of the

v pootion. Vi rresy ware 30 56t vy chakirges you faced in e

pesition snd how you O rcarme thass.
® Aguin hee Bis concise, rebevint 10 the poution and enire they

Brauat yous i & podtive lght

ENTER JOB POSITION HERE
Encer Warkpios Name/Drtadls

Dute 10 & Fram

Lty sttt o1ed Wit yous can b from pust ermgkoywnt. You can
Tk abeut you suseTaiRy, work ethic snd deition to your jot.

& Pl the Job et sovecal s 10 weare you ire Mmewting the

s of the prospection job.
® B wire 1o proof read your s ind el check

ENTER JOB POSITION HERE
Enter Workplocs Hasne & Oeteds

Date Froe & To Currace

Saart with yeur moie currers jub poslion and work bademdndi. Descrite
your rok ut euch company. What wis your poulticn? Lie sction wend
Qock up "sction wordd” on Google) 1 deicribe why you wive esgioped
o, How did you benelit the company ind whit coud you take frem

o5y 10 the forw i

Yo gaisd ind the Sirgs you learned. You cin 4ko
wy scccrrpisnments that are relea e

® Yeu can lackide numbes and Tigures 10 show poue perkemince
Narmiers (row your iharverme i nssead of st statirg them

Aifn 10 sl yourself bt heen 1t concism and cuar, If past jobt hae no

rebeninge 10 Your new POsON dan't 0 180100 much dwtal of s foos

00 the specSc ik yeu guined from thass ther wil sdd b i yoor

prowective job.
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CONTACT COVERING LETTER
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ENTER POSITION BEING APUED FOR...
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