Graduate Resume Template
This resume template is designed for Australian graduates applying for entry-level roles across sectors such as education, community services, administration, or customer engagement. It is formatted to be clear, professional, and compatible with AI resume scanners (ATS).

What is a resume? 
A resume (also called a CV) is a short document that highlights your skills, experience, and education. It gives employers a quick snapshot of what you can offer. A strong resume is clear, relevant to the job, and easy to read, which can help you stand out from other applicants.
Resume basics
Contact Details
Include your full name, mobile number, your city and a professional email address. You can also add a link to your LinkedIn profile or online portfolio if relevant.

Opening statement
Write 2–3 lines that summarise who you are, your qualifications, and what you’re looking for. Example: I’m a recent graduate with a degree in community services and a passion for helping others. I’m organised, empathetic, and ready to contribute to a team-focused environment.
Education and training
Add your qualification, institution name and year completed. You can also include relevant coursework, majors or academic achievements.

Skills and Experience
Experience
Include your professional experience, as well as any volunteering or extracurricular involvement. Focus on what you did and what you achieved in each role.
Achievements and projects
You can include any awards, academic achievements, or projects that show your initiative, leadership, or problem-solving skills.
Personal attributes
Mention qualities that reflect how you work and interact with others, such as being reliable, proactive, or adaptable.
Referees
Include two people who can speak about your skills and character, such as a lecturer, supervisor, or mentor. Always ask for their permission before listing their details.
Before You Hit Send
Keep your resume short - 1 to 2 pages is ideal. Use a simple layout with clear headings and easy-to-read fonts like Calibri, Arial or Verdana. Include keywords from the job ad where they fit naturally. Always proofread before sending and ask someone you trust to review it.


JOSH SMITH
0412 345 678  |  joshsmith@mail.com.au
LinkedIn/Portfolio: linkedin.com/in/yourname
Melbourne, Victoria  
Motivated and adaptable recent graduate with strong communication, teamwork, and problem-solving skills. Eager to contribute to an organisation that values initiative, creativity, and continuous learning. Committed to developing practical experience and contributing positively to team goals. 

PROFESSIONAL SKILLS
· Strong written and verbal communication skills
· Ability to work collaboratively in diverse teams
· Organised, reliable and attentive to detail
· Adaptable to new environments and technologies

TECHNICAL/INDUSTRY SKILLS
· Basic data entry and record management (Microsoft 365, Google Workspace)
· Customer service and relationship management
· Report writing and documentation
· Understanding of workplace health, safety and inclusion

EDUCATION & TRAINING
Bachelor of [Your Degree Name] | [University Name] | [Year of Completion] 
• Key study areas: [Insert up to three focus areas or electives relevant to your career goal] 
 
High School Certificate | [School Name] | [Year] 
• Include notable academic awards or leadership roles if relevant. 

PROFESSIONAL EXPERIENCE
Job Title  /  Organisation				Date Started – Present   
· Describe your main responsibilities and achievements
· Use active verbs (e.g., supported, coordinated, developed, implemented
· Focus on transferable skills such as communication, problem solving and teamwork

VOLUNTEERING & EXTRACURRICULAR EXPERIENCE
Volunteer Role  /  Organisation		          		Date Started – Jan 2025   
· Include any volunteer or community engagement experience
· Emphasise teamwork, initiative or leadership shown through participation

ACHIEVEMENTS & PROJECTS
· Academic Excellence Award, 2025 – Top 10% of cohort
· Capstone Project: Developed [Project Name] addressing [topic]
· Represented university in [Competition/Event]

PERSONAL ATTRIBUTES
· Dependable and proactive learner
· Creative thinker with attention to detail
· Resilient and positive in dynamic environments

INTERESTS
· Learning new technologies
· Volunteering and mentoring
· Creative arts or design
· Learning new technologies

REFERENCES
Kim Deal  |  Lecturer at University
0412 938 475
Charles Mingus  |  Manager at Organisation Name
0498 123 876





