YOUR NAME

Full home address or Suburb and City 		Your email address	Your mobile phone number	
EDUCATION
List education that is relevant to the job you want: (ie. Tier 1 – Insurance Broking; Year 12 Certificate; Business degree.  Don’t list unrelated degrees/certificates/courses.
Name of qualification (1)		Training provider/School/ Uni		Year attained
Name of qualification (2)		Training provider/School/ Uni		Year attained
Name of qualification (3)		Training provider/School/ Uni		Year attained

SKILLS
Only include this section if you have proficiency in sought after broker or underwriter systems such as Sunrise, Winbeat, CBS etc.  If for example, you’re applying for a job requiring Excel skills list that here too.  Just the main skills relevant to the job, keep the list quite short.
Skill 1
Skill 2
Skill 3

CAREER HISTORY
Start with the current role and work backwards in chronological order
Company name	1		Your title				MM/YYYY to current
· List 8 -10 bullet points describing your duties 
· Keep it short and sharp – it’s easier to digest for the reader
· Sentences are fine, such as this one which may take up most of the line space available
· Do not write long paragraphs as your important information will be difficult to read
· For insurance roles – list the classes of business you work on ie. Motor, ISR, Financial lines
· 
· 
· 
· Your don’t have to use all these bullet points if you don’t need them

Company name	2		Your title				MM/YYYY to MM/YYYY
· List 8 -10 bullet points describing your duties 
· Keep it short and sharp – it’s easier to digest for the reader
· Sentences are fine, such as this one which may take up most of the line space available
· Do not write long paragraphs as your important information will be difficult to read
· For insurance roles – list the classes of business you work on ie. Motor, ISR, Financial lines
· 
· 
· 
· 

REFEREES
Name 1
Title
Company	
Contact Number

Name 2
Title
Company	
Contact Number

INTERESTS
Optional.  
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