
you provide to an employer .  

Headings  

There are no set headings for a resume, although the following headings are commonly included. Decide what headings best match you to the prospective 
employer’s expectations.   
Under each heading list experiences in reverse 
chronological order, most recent experience listed first. 

PERSONAL DETAILS  
• Name, address/city, phone and email. 
• LinkedIn – ensure your profile is up to date.  

Consider personalising your URL (search 
Customise your URL  on LinkedIn) 

• Photo, date of birth, marital/parental status and 
health are not required  on your resume. 

CAREER STATEMENT (Optional, 2 -3 lines)  
This section should only be added to your resume if it 
has been written to suit the position and organisation 
you are applying to. This is your opportunity to market 
your key selling points plus state why you want the job. 

EDUCATION 
Tertiary, high 







Resume – John Ritchie  

CERTIFICATIONS/LICENCES 

2021 Provide First Aid Plus+ - St John Ambulance Australia 


