How to use this template: replace every [placeholder], including the square brackets, and delete these shaded notes before you send it. One page is usually enough for an entry-level retail job. Explanations: ozworkly.com/career-resources/retail-resume-example/
[Your name]
[Suburb], [State]  |  [Mobile number]  |  [Email address]
Summary
[Two or three sentences: who you are, what you can already do that matches the ad, and when you can work.]
Skills
•	[Skill from the ad]: [short proof, e.g. where you used it]
•	[Skill from the ad]: [short proof]
•	[Skill from the ad]: [short proof]
•	[Languages you speak, if relevant]
Work experience
Most recent first. Unpaid work, volunteering, school or community roles count. Start each dot point with a verb and add one concrete detail.
[Job title], [Employer or type of business], [Suburb or country]
[Month Year] – [Month Year or present]
•	[What you did, with a concrete detail]
•	[What you did, with a concrete detail]
[Job or volunteer title], [Organisation], [Suburb or country]
[Month Year] – [Month Year]
•	[What you did, with a concrete detail]
Education
[Course or qualification], [Institution]
[Year] – [Year or in progress]
•	[Relevant short course or certificate, if any]
Availability
[Days and hours you can work, e.g. Saturday and Sunday, any hours; weekdays from 4 pm]
[If you hold a visa: visa type, expiry date and any work restrictions. Delete this line if it does not apply.]
Referees
Available on request.
Or list two referees instead: [Name], [Role], [Organisation], [Phone]. Ask each person first and tell them which job you applied for. If the ad or form asks for referees, give their details.
