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A resume is:

• an illustration of your skills, experience and achievements

• an advertisement or snapshot of you

• used to assess your suitability for the role

(The word “resume” comes from the French word resume, 

meaning “summary”)

What is a Resume?
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Activity:  What are the Key Elements of a Resume?
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Key Elements of a Resume

Front Page

• Your name

• Mobile number

• Email address

• LinkedIn URL

• Capability Statement OR Career Profile

• Qualifications

• Career Summary

• Key Achievements/Key Competencies/Career Highlights (relevant 
to the role)
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Key Elements of a Resume

Next Pages:

Career Experience or Career History (last 10-15 years only)

• Organisation name (start with most recent)

• Brief description of organisation

• Dates you worked there (years only unless projects)

• Your position title

• Responsibilities (start with a verb)

• Achievements (start with a verb)

Last Page:

• Qualifications and Professional Development

• Interests (optional)

• Referees – available on request 
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Example Resume Front Page
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Example Resume Second/Third Page
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Capability Statement / Career Profile

• Overview of who you are professionally

• Highlights what makes you stand out from other candidates

• Includes skills, experience and key benefits you bring

• Showcases any compelling “selling points”

• Is tailored to the role you are applying for
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Capability Statement / Career Profile

• A human resources professional

• Values: include integrity, helping others, making a difference

• Personal attributes: include being persistent, reliable and organised

• Skills: facilitation, consulting, coaching, training

• Strengths: building relationships, project management, attention to detail, 
resourceful

• Benefits I bring to an organisation include: extensive experience in career 
coaching and redeployment across multiple industries; proven success in 
coaching individuals to achieve their career and life goals; and the ability to 
manage projects to tight timeframes and budgets.

What do I have to offer?

Who am I?

Why should I be considered for the role?
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Example:  Capability Statement / Career Profile

Solutions focused human resources professional with 

extensive expertise in redeployment, career transition 

and executive coaching.  Demonstrated ability to build 

strong relationships at all levels and provide 

constructive HR advice.  Strong facilitation and 

coaching skills and a passion for enhancing 

organisational and individual growth.  Possesses a 

consultative and enthusiastic style and exceptional 

project management skills.
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Activity:  What is my Value Proposition?

List of 
Values 

Page 11

Who Am I?

What do I have 

to offer?

Why should I be 

considered for 

the role?
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Achievements – why do I need them in my Resume?

• Past performance is a predictor of future performance

• Demonstrate your ability to perform in the role

• Provide evidence of your capabilities

• Helps you stand out from other candidates
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What Have I Achieved?

• Improved a process

• Delivered a project early

• Reduced costs

• Solved a problem

• Resolved a complaint

• Created, designed or developed 

something

• Influenced a situation with a 

positive result

• Improved customer satisfaction

• Reduced errors

• Improved morale or team 

engagement

• Achieved or exceeded targets
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How Do I Write an Achievement?

What did I do/achieve?

What was the result, 

benefit or outcome of 

what I did?

I did “X”

And got “Y”
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How Do I Write an Achievement?

Begin each achievement with a verb (past tense):

Integrated Managed Developed Facilitated

Created Merged Forecasted

Modified Negotiated Produced Designed

Exceeded Resolved Expedited Navigated

Demonstrated Improved Investigated
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How Do I Write an Achievement?

Add a Result, Benefit or Outcome:

• Resulting in …. all recommendations being adopted

• Reducing …. staff turnover by 10% per annum

• Increasing … accuracy and validity of reporting

• Decreasing … processing time by 24 hours
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Achievement Statement Examples

Reviewed and enhanced workshop offerings, leading to a 40% increase in 
attendance and 90% of participants rating the workshop as above average or excellent.

Initiated the concept of an induction for all new staff, developed the program and 

implemented it. The pulse survey indicated higher levels of engagement as a result 

and there was an improvement in consistency in the delivery of services.  Due to its 

success, the program was subsequently implemented across the organisation.

Streamlined the budget process by developing and implementing a new 

procedure to improve data collection and integrity of data.  This reduced time in 

producing budget reports and increased accuracy of reported figures.

Developed and implemented a new process to improve data collection and integrity
of data.  This reduced time in producing budget reports, increased accuracy of 

reported figures and resulted in a more streamlined budget process.

Managed numerous large and complex multi-million dollar projects simultaneously 
for a range of clients ensuring appropriate resources, consistently meeting budget and 
delivering on time within tight timeframes.
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• Think of a recent achievement and write it down

• What did you do and what was the result, benefit or outcome?

• Once you have completed it, share it with your neighbour and give 

each other feedback

Go to page 9 in your workbook

Activity



People and Culture  |  19

Achievements Summary

√
Key achievements on your front page must be relevant

and tailored to the role you are applying for 

√ Write in past tense and start with a verb

√ Quantify wherever you can - $ and/or %

√ Up to 6 achievements per role and for your front page

√
Key achievements on front page of your resume may be

copied from inside your resume
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Resume Tips

Your resume is your sales and marketing document:

• Your front page is a snapshot of you – highlight points that will 

differentiate you

• Put your name on every page

• Ensure no typos or spelling mistakes

• Use bullet points

• Have plenty of white space

• Use a standard font like Arial or Calibri

• 10 or 11 point

• 3-4 pages in length

• Avoid acronyms

• Tailor to each role – try to include the Focus Capabilities 

required for the role in your resume
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Thank you!

Any questions?


