Primrose Everdeen
	0400 000 000 | primrose.everdeen@panemmail.com| 23 Charcoal Crescent, Panem
PROFESSIONAL PROFILE
As a fresh graduate of the nationally-accredited ACM40412 Certificate IV in Veterinary Nursing at Open Colleges, I’m seeking opportunities to leverage my qualification and make a difference in the lives of animals everywhere. With 3 years of volunteering experience at the RSPCA and 480 hours of work placement at Jay’s Veterinary Clinic, I’ve proven to perform ably in emergencies and under pressure. I recently concluded an internship at Vaucluse Animal Clinic and am now looking for full-time work. Naturally, I’ve had an affinity for animals and a passion for healing throughout my whole life; I own a goat named Lady, a cat called Buttercup and I admire and am heavily influenced by a nurse – my mother. Connect with me on LinkedIn here.
CAREER SUMMARY
	OCT 2015 – APR 2016   
	VAUCLUSE ANIMAL CLINIC, VAUCLUSE, NSW



INTERN 
Key Achievements
· Make sure your key achievements are specific, quantified and highlight the positive progress it made at your company. 
· For example: “Assisted with 10-20 routine surgical procedures per week over six months including spays, neuters and lump removals to support four doctors with a large surgical load”.
Key Responsibilities
· 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: “Administered medications to a variety of animals orally, subcutaneously, intramuscularly and intravenously.”

	2015 - Present
	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
· Continue to 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.
· 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 
	More information if needed, Name of school, City, State, Country if needed (year of completion).

	
	

	E.g. Cert IV
	Veterinary Nursing, Open Colleges Australia (2015).


	Etc.
	Add more lines if needed, this information should be ordered starting from the most recent, or alternatively the most important, however these usually end up being the same.



KEY SKILLS
	Skill name:
	[bookmark: _GoBack]The 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 your IT skills, any language skills or other skills you may have.


	E.g Communication:
	Capable of informing clients about proper care, regular check-ups and vaccinations as well as guiding clients through difficult decisions,  offering empathy,  compassion and providing grief education.



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 
· 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.
· 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.

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.

	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 add in outdated section “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. 

