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.
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ENTER JOB POSITION HERE Reference Name 1
PROFILE f Workplace Nome & Detalls

Date From & To
You may want to st any challenges you faced in the position and how
You overcame them. Again, keep this concise and relevant o the
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WORK EXPERIENCE
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Workploce Nome & Detoils
Date From & To Current

PROFESSIONAL PROFILE

ENTER JOB POSITION HERE
Workplace Name & Detoils
Date From & To

To Enter Person's Name of Company Nas

CONTACT
List your attributes and what you can take from past employers. You can ENTER POSITION BEING APPLIED FOR...
Reference Name 3
Warkpla
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readthejob adve times &

s section isthe first point of contact, % needs to be engaging and demonstrate
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Date From & To QUALIFICATION steph porker
Interpersonal Skills Aim tosell yourself but keep it concise and clear. If Place Of Study
relevance to your new position, don't gointo too much detail orjust focus
Business Development on the specific skills you gained from them that wil add value in your any achievements and academic scares that stand out

prospective job.

« Focuson your past experience that directly relates to the criteria of the
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Place Of Study
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new position. Use keywords to ensure that you stand out.
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Workploce Name & Details
DaeFrom& a QUALIFICATION
You may want to taced in the positionand how you Place Of Study
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You can list ary achievements and academic scores that stand cut.
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ecutive Resume Profile ecutive Resume Profile

Contact Professional Profile Contact Covering Letter

Home Address What makes you the ght candidate? Briefly sell yourself with your attributes and
achievement: e and how it has led you to ¥
You are now. A quick overview of your education and qualifications s also a great wi

Home Address Dear Sir / Madam

Email Address Email Address

INSERT JOB POSITION BEING APPLIED FOR

sell yourself in this first short paragraph. You can go Into further detail that is job specic
in your cover letter but keep this section about you.

Contact Number Contact Number

hitps:/fwww.linkedin.com/in/n
ame8surname-ab0G0518:

https://www.linkedin.com/in/n
ame&surname-ab0G0S181

This sectionis the first point of contact, it needs to be engaging and demor

trate that you

E 5 have the skills to meet the requirements of the job. You need to convince the employer
R xXperience that you are what they are looking for. It also needs to be job specific and relate directly
Skills back to the advertised position

ENTER JOB POSITION HERE

Workplace Name & Details

Date From & To Current

Start with your most curent 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 to
the new position.

Indude a brief introduction about who you are and why you would like the job. What can
TS you bring to the company? Expand on your relevant skill, qualifications and achievements.

Organisational Skills Always relate it back to the application critenia and how you will meet their requirements,

Use your creativity in your wiiting to keep your resume exating to separate you from the
competition.

Time Management

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

ENTER JOB POSITION HERE
Workploce Name & Details
DateFrom & To

Aim to sell yourself but

Strategic Thinking
Kind Regards

Problem Solving

p it concise and clear. If past jobs have no relevance to your new

o position, don't go into too much detail or just focus on the spedific skills you gained from
References themthat il add valuein your prospective job
Reference Name 1 Education
Workplace
Emall QUALIFICATION
Phone Number Place O sticy

Date From & To

You can list any achievements and academic scores that stand out.
Reference Name 2

Workplace

Email QUALIFICATION

Phone Number Place Of study

Date From & To

You can list any achievements and academic scores that stand out.
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E RESUME PROFILE E RESUME PR OFILE

What makes y g y sell yourself with your attributes and achievements. Summarise yourself and past PERSONA wﬁ‘lNG LETTER
Jificat ' o

experience and how it has led you to where you are now. your education and tosell
yourself in this first short paragraph. You can go into further detail that is job specific in your cover letter but keep this section about B contacthumber Dearsir / Madam
you. A Home Address
i S INSERT JOB POSITION BEING APPLIED FOR
PERSONAL | IENCE Email Address
B Contact Number ENTER JOB POSITION HERE @ hitps:/fwwrw linkedin.com/in ‘This section is the first point of contact, it needs to be engaging and demonstrate that you
s e 8 Dok tomeet  the job. You need to convince the employer that
Home Address te From & To Cuent o 1 and relte Girectiy b
@a Start with your most current job position and work backwards. Describe your role at each JokeWhatiney Mfoc R ako Seeito gy e Y
W% Emal Address company. What was your position? Use action verbs to describe why you were employed the advertised position.
el there. L enefit y it from this ly t
i i " :h:':e;“;ﬂ;:"“ Denefi ihe company snd whet o o u taks Trom it sl Co appirlo indude a brief introduction about who you are and why you would like the job. What can
sy I Ay s u bring 1 my 2 Exg relevant skl lif in: lievement
@ /name8surname-ab060S181 «  List the skills you gained and the things you learned. You can also list any YU e anpay? e "’”d."" Jout relevaat skils gealiications sd achievemer s
‘accomplishments that are relevant. You can include numbers and figares to show your Always relateit back to the application criteria and how you will meet their requirements
performance. " 4 2 - -
KILES | sk s s Use your creativity in your writing to keep your resume excting to separate you from the
| competition.
* Creativty ENTER JOB POSITION HERE Thank the prospective employes for taking the time to consider your application.
* Organisational skills Workplace Name & Details
Date From & To
*  Time Management Aim to sell yourself but keep it concise and clear. ! past jobs have no relevance to your new
N 5 Kind Regards
S position, don't go into too much detall or just focus on the spedfic skils you gained from

them that wil add value in your prospective ob,
Communication Skils * Focus on your past experience that directly relates to the criteria of the new position.
Use keywords to ensure tha you stand out

Strategic Thinking

Problem Solving m
\TION
REFERENCES

QUALIFICATION
Reference Name 1 Ploce Of study

Workplace Date From & To

Email You can fist any achievements and academic scores that stand out.
Phone Number

Reference Name 2 QUALIFICATION

Workplace Place Of study

ol Date From & To

Phone Number

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

CAREER BACKGROUND CONTACT DETAILS COVER LETTER CONTACT DETAILS
Vihat it : .

achisvements. Summarize yourse lfand past experience end how  has led you to O coaromsunisis Dear Sir / Madam Q cmerownsamania
wrhere you are now. A quick overview of your education and qualfications i3 -

& great wey to sell yourself in this first short paragraph. You can go into further &6 %E2000000; B os200000

4 INSERT JOB POSITION BEING APPLIED FOR
detalithat & job specific n your cover ketter but keep this section about you, B4 Neme12ss@gmaitcom B Nome1234 @gmaicom
WORK EXPERIENCE This section isthe first point of contact, & needs tobe engaging snd demonstrate.

SKILLS that youhave the skillsto meet the requirements of the job. You needto convinee
TN IOB PORTION HERE the employer that you are what they are looking for. i also needs to be job
Workplace Name & Details

ST e neat, specificand relate directly back to the advertised poskion.

Date From &To Current 2. Problem Solving Include 3 brief introduction about who you are and why you would like the job.
Start with your mest current job position and work backwerds. Deseribe your role s Wihat can youbring to the company? Expand on your relevant sills, qualifications
at each company. Whak was your postion? Use action verbs to descrioe why you

nd schisvements. Ahweys relste it back to the apolication criteria and how you
were employed there_How did you benefi the company and what could you take *  Strong Communication willmeet their requirements.
from this role to apply 10 the new position.

Postive Attitude Use your creati
From the competition

ity in your weiting to keep your resume exciting to separate you
* Lt the skills you gained end the things you learned. You can also list sny e . reX Ry

accomplishments that are relevant. You can include numbers and fguresto

show your performance Thank the prospective employer for taking the time to consider your application.
* Numbers prove your achievements instead of kst saying them. REFERENCES
Reference Name 1
Workplace o
ENTER JOB POSITION HERE Em:’.' Kind Regards
Workplace Name & Details OheE Himaber
Date From &To
#im to sellyourse  but keep & concise nd cleer. f past jobs have no relevence to Relerence Nacse>
your new position, don't go into too much detail or st focus on the speciic scills Workplace
you gained from them that will add value in your prospective job. Email
Phone Number

*  Fouws on your past experience that directly relatesto the crieria of the new

postion. Use keywords o ensure that you stend out

EDUCATION

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 st any achievements and academic scores that stand out
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NAME & SURNAME NAME & SURNAME

Executive Resume Profile

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

where you are now. A quick overview of your education and qualifications is also a
great way to sell yourself in this first short paragraph. You can go into further detail : wlin
that is job specific in your cover letter but keep this section about you.

d how it has led you to

SKILLS

EXPERIENCE

@ creativey

@ organisational Skills
) Time Management
@ people sulls

) communication skills

€ strategic Thinking

") Problem Solving

QUALIFICATION

Place Of Study

Date from &To

You can fistany achievements and
‘academic scores thatstand out.

QUALIFICATION

Place Of Study

Date From &To

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

EDUCATION

ENTER JOB POSITION HERE
Workplace Name & Details
Date From & To Current
Start with your most current job position and work backwards. Describe your role at each
company. What wasyour position? 3
How did you benefit the company and what could you take from this role to apply to the new
position.
o Listthe skills you gained and the things you learned. You can also st any

that are relevant. numbers and figures to show your

performance.
o Numbers prove your achievements instead of just saying them.

ENTER JOB POSITION HERE

Workplace Name & Details

Date From & To

Alm to sell yourself but keep it concise and clear. If past jobs have no relevance to your new
position, don’t or just focus on 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.

REFERENCES

Reference Name 1 Reference Name 2 ference Name 3
Workplace Workplace Workplace
Email Email Email

Executive Resume Profile

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

Home Address

utes and
Email Address

where you are now. A quick overview of your education and qualfications s also a
great way to sell yourself in this first short paragraph. You can
thatis job specific in your cover letter but keep this section aboutyou.

pa how it has led you to

Contact Numbe

to further detail

COVER LETTER

Dear Sir / Madsm

INSERT JOB POSITION BEING APPLIED FOR

This section is the first point of contact, &t needs to be engaging and demonstrate that you
have the kil to meet the requiremerts of the job. You need to convince the employer that
You are what they are looking for. It 3lso needs to be job specifc and relate directly back to

the adve tised position.

Include a brief introduction about who you are and why you would like the job. What can you

bring to the company? Expi your relevant skill, qualfi
# cati and how you will
Use your creativity in v i P the
/ competiion.

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

Kind regards,
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PERSONAL

@ contect umber
A Home adoress

B4 Email Address

https:/fwrw linkedin.com/in/n
ame&surname-2b0605181

SKILL

Creativity

Organisational skills

Time Management

People skills

Communication Skills

Strategic Thinking

*  Problem Solving

REFERENCES

EXECUTIVE RESUME PROFILE

butes and achievements. Summarise yourself and

education and qualifications is also

ENTER JOB POSITION HERE

Workplace 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 postion? Use action verbs to descrioe why you were employed
there. How did you benefit the company and what could you take from this role to 3pply to
the new po:

 Listthe skills you gained and the things you leamed. You can aiso list any
accomplishments that are relevant. You can include num bers and figures to show your
performance.

©  Numbers prove your achievements instead of just saying them.

ENTER JOB POSITION HERE

Workplace Name & 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 detail or just focus on the specfic skills you gained from
them that will add value in your prospective job.

* Focuson your past exper i
Use keywordsto ensure that you stand out.

B

QUALIFICATION

Place Of Study

Date From & To

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

criteria of the

QUALIFICATION

Place OF Study

Date from & To

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

Contact Number

Home Address
Emall Address

https/ fwwwlinkedin com/in/n
ame&sumame-3b0605181

EXECUTIVE RESUME PROFILE

butes and achlevements. Summarise yourselfand

education and qualifications is also

Dear Sir / Madam

INSERT JOB POSITION BEING APPLIED FOR

This section is the first point of contact, it needs to be engaging and demonstrate that you
have the skills to meet the requirements of the job. You need to convince the employer that
you are what they are looking for. It 3ls needs to be job specific and relate directly back to
the advertised position.

include a brief introduction about who you are and why you would like the job. What can
you bring to the company ? Expand on your relevant skills, qualifications and achievements.
Always relate it back to the application criteria and how you will 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

Kind Regards



