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Professional profile
As a seasoned marketing professional with 5+ years of experience, I’m an expert in communication, branding, and digital marketing with a fondness for analytics. I’ve worn many hats during the span of my career from managing a diverse portfolio of social media accounts with 100K+ followings, to leading a team of 10 to deliver world-class marketing campaigns, two of which won prestigious Valyrian Steel Marketing Awards for Excellence. I’ve also recently graduated with a Diploma in Graphic Design to further complement my skill set. My most notably recent achievement is increasing the annual revenue of the Dothraki Empire by 37% YTD via digital marketing. Learn more about my career journey by exploring my professional profile.
Career summary
	2014 - Present
	MOTHER OF DRAGON EVENTS PTY LTD, BRAAVOS, ESSOS

	 
	Marketing Manager


Key Achievements
· Make sure your key achievements are specific, quantified and highlight the positive progress it made at your company.
· For example: “Developed and coordinated a digital marketing strategy which increased traffic to the website by 35% year-on-year, in turn increasing online bookings to the Dothraki Empire. This resulted in a 37% increase in online-booking driven revenue in fiscal year 15/16.”
Key Responsibilities
· Since employers and recruiters will be familiar with the duties related to your specific field, try to emphasise the results you got or how you excelled, rather than just rewording your job description.
· Use dot points, preferably 2 lines per point.
· Write in the past tense (this is a new rule for Australians as we used to follow the UK’s present tense rule but recently changed to a more US based resume style).
· This means as an example: “Managed all email marketing campaigns.” 

	2013
	COMPANY, CITY AND STATE

	 
	Position 


Key Achievements
· If possible, list key achievements first and key responsibilities second, if not a bulleted list without a subheading is fine. Consider using the tick style of bullet points for the key achievements list to highlight the point.
Key Responsibilities
· List roles from most recent to oldest.
· If you don’t have much work experience but have a good educational background, swap the career summary with the education and qualifications section.
· [bookmark: _GoBack]If you have many similar job roles or have just had many jobs, after about the third position, stop writing bullet points and just list the date, company and positions you have held.
· If you have worked more than one position in the same company, only list the company once above the different roles, then list roles and corresponding bullet points.
· The best resumes are usually kept to 1 full page of content, 2 pages if you’re older and have a larger career history, 3 pages is the absolute maximum and is only acceptable for certain professionals like lawyers and doctors who may have a long list of positions, qualifications, large professional development sections and a list of publications or other sections.
· Volunteer positions can also be added to this section if you do not have many other jobs to list, otherwise list them below in the personal details section or the professional development section, alternatively if you have a large list of highly relevant volunteer positions as well as career history then create a new section below the career summary in the same format to list them.

Education and qualifications
	Qualification
	Course name, Name of school, City, State, Country if needed (year of completion).

	E.g. Diploma
	Marketing, Open Colleges, Australia (2013).

	Etc.
	Education older than 15 years should be condensed to save space. High school information is generally unnecessary, unless you’ve just graduated.



Key skills
	Skill name:
	This key skills section may work better under the education and qualifications section or the professional development section depending on which section is more important to highlight. This is also an optional field but you should fill it out if you can with details of any other skills you may have such as additional languages. E.g. “Graphic design: Thorough experience in whole Adobe Suite, inclusive of expertise in Photoshop, InDesign and Illustrator.” 

	E.g. Microsoft Office:
	“Proficient in Word, Excel and PowerPoint”. 


Professional development
· List your professional development achievements in a bullet list.
· If this is the only bullet list you’ll be using aside from in the career summary, choose a different bullet point than the black dot (preferably the ticks or the arrows), if you’ll be creating more sections below then you should choose to use the same standard bullet point throughout the entire document.
· If you have a lot of small points to make in the professional development section (for example, senior first aid certificate), consider creating a table to save space and achieve a cleaner, more professional look.
· Alternatively, remove this list if you don’t have anything to add.

Optional
· This optional section is for any other information you may need to include in your resume, for example, a list of publications, special machinery that you are licensed and able to operate etc.
· The formatting of this optional section should be the same as the professional development section you use, either in a longer list of bullet points or smaller bullet points in a table.

Personal details
	Volunteer positions:
	Short list of any volunteer positions, separated by commas, create a new section as stated above if you need more space for this information.

	Interests include:
	Short list of interests and hobbies separated by commas, 5 at most. Try to list interests and hobbies that demonstrate skills that are important to the job, such as social skills, attention to detail, etc.

	Other:
	Driver; full clean licence; qualified in first aid.




Editing Your Resume
Make sure there is not a large section of blank space on a page after you have finished writing your resume. Your resume should end after a full or almost full page. If it doesn’t, play around with the line and paragraph spacing of the document until it’s an appropriate length and the document looks clean and professional. Alternatively, go up or down a font size (still at an easily readable size both in the word doc and printed). No need to say “References available upon request” – the hiring manager will ask you to provide them if needed. Alternatively you can send them a separate sheet of references.
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