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Quick tips
Keep it short and simple. The ideal length of your
resume is 1-2 pages, wherein details include
experiences relevant to the position you are
applying for. Format your resume in a simple and
direct way, so that it will be easy for recruiters to
read and understand it.
Exclude personal information. In Australia,
employers are not legally allowed to ask for some
of your details i.e. marital status, nationality,
religion, age, etc. 
Provide accurate details. Ensure that your email
address and contact number are up to date and
you have immediate access to them.

Your basic guide
1. Your summary statement. We get it, AI will be
useful in helping you craft a good summary
statement. But take note that it is recommended that
you write a tailored summary statement depending on
the position you are applying for.
This creates an impression of intentionality and
purpose-driven application. 
More than your skills and experiences, employers
appreciate genuineness. This provides them an
overview whether an applicant potentially matches
their culture and organisational values.

2. Decide on the format of your work experience
and skills

Option 1. Chronological. Useful for applicants with
work history especially relevant to the position
they are applying for. 
Option 2. Functional. Useful for applicants with
little to no work experience. They can opt to
highlight their skills which will aid in the position
they are applying for (also refer to number 3).
Option 3. Combination. Highlights both work
experience and relevant skills.

3. Educational achievements and certifications
Emphasise relevant projects done during your
education and/or previous work experiences.
Think about the technical expertise and soft skills
you have gained throughout your professional
journey and do not forget to add them in your
resume. Make sure that these are related to the
position you are applying for.

Final reminders
Do not hesitate to tailor-fit your resume depending
on the position you are applying for. Remember,
your goal is to create a good impression.
While your objective is to stand out, it is wise to
maintain integrity by being honest with your skills
and work experiences. Recruiters can easily
determine applicants who are not truthful.
If you intend to change your career, indicate it in
your summary statement.
Create a customised cover letter for the company
and position you are applying for. Although AI can
assist you to check your grammar, it is best to put
a “human touch” in your write-up. Being both
personal and professional are good starting points.


