
Your
 Name

A
 Mailing Address      Email:      Mobile: + 61 444 444 444

________________________________________________________

My
 value add 
to your organization

1. I will make great investment recommendations, leading to great fund performance

2. I will communicate those recommendations effectively leading to greater in flows of funds.

3. I will train other analysts to do the same
.

 Key Skills & Strengths

· Building and interpreting financial models
· Qualitative Research, particularly in the xyz industry
· Report Writing 
· Communicating and Relating effectively with a range of stakeholders
· Designing and implementing research methodologies

Significant Achievements
 

· Significant Achievement no 1
· Significant Achievement no 2
· Significant Achievement no 3
· Significant Achievement no 3
· Significant Achievement no 3
· And so on

Career Summary

Jan 06 
– current
A Company


Role

Jan 04 – Dec 05
Another Company


A Different Role

Jan 99 – Dec 03
Yet Another Company

A Similar but different role

1997 – 1998
A prestigious university


MBA (F/T)

Jan 91 – Dec 96
A Company


Role

1987 - 1990
A prestigious university


BCom

Career
 Experience

Jan 06 – current
A Company



Role
A couple of brief sentences about the company and the role including how many direct reports you had, and budget/turnover responsibility if that is relevant and/or significant. Highlights include (or significant achievements include
):

· Significant Achievement No1 in the role mentioned above, which may take a sentence or two to explain and that is OK.

· Significant Achievement No 2.

· We are talking about achievements here, and not responsibilities, if discharging your basic responsibilities was a significant achievement write something like “successfully met all sales targets and so on
”

· Not too many achievements per role, but more for the roles that matter


Jan 06 – current
A Company



Role

A couple of brief sentences about the company and the role including how many direct reports you had, and budget/turnover responsibility if that is relevant and/or significant. Highlights include (or significant achievements include:

· Significant Achievement No1 in the role mentioned above, which may take a sentence or two to explain and that is OK
.

· Significant Achievement No 2.

· We are talking about achievements here, and not responsibilities, if discharging your basic responsibilities was a significant achievement write something like “successfully met all sales targets and so on”

· Not too many achievements per role, but more for the roles that matter


Jan 06 – current
A Company



Role

A couple of brief sentences about the company and the role including how many direct reports you had, and budget/turnover responsibility if that is relevant and/or significant. Highlights include (or significant achievements include):

· Significant Achievement No1 in the role mentioned above, which may take a sentence or two to explain and that is OK.

· Significant Achievement No 2
.

Education
 

2006

 My Post Graduate Degree

The Institution I got it from

2000
 My Post Graduate Degree

The Institution I got it from

Professional Associations & Memberships

Technical Skills

Interests

Referees

Available on request





�What follows is a resume template with comments. The comments are included so that it is clear not only what to include, but also why


�This Resume Template with Comments has been prepared by Tim Adeney (61 403 951 066, tim.adeney@gmail.com) with particular assistance from Geoff Officer at The Donington Group P/L


�I like to include contact details in the following way because it takes up so little space


�I don’t think you need to include a title such as “Resume” or “CV” as I think it is self-evident. 


�I confess I am in two minds about this section. Conceptually at some point in your communication you want to make the point this section makes, but it may be better to make it in a covering letter, or in the form of a short prose “Profile”. 


�This is what everything in the resume builds together to demonstrate, i.e. how are you going to add value to the organization, what difference will you make to the organization and so on. The ‘building’ works as follows i) you have done a number of things in your life, ii) These include some significant achievements which iii) demonstrate that you have certain key skills and strengths which in turn iv) add up to a way in which you will contribute to an employer. Put differently, you have a past, which says something about who you are now, which enables you to make a contribution to your employer's future.


�It is worth noting here that you will need different resumes for different roles, or at least for different kinds of roles. That is because your value proposition (the way in which you will contribute) will be different for different kinds of roles. This can be especially difficult for people who have a number of genuine and divergent skill sets. The big thing to understand is that the resume needs to build up to a clear and compelling value propsition; to do this you need to highlight those achievements and skills which most contribute to that proposition. 


�Not too many points.


�This section is the place to put up skills and strengths you have which are required in order for you to make the contribution you anticipate making, so if you claim that you will make good investment recommendations then there probably needs to be some mention of skills in financial modelling, interpreting data and so on.


�There shouldn’t be a break here in your actual resume, it’s just here so the comments fit in. This page and the next page should fit on ONE page.


�This section is the place to mention specific things you have done in your life. That is, concrete achievements rather than generic skill sets. You should also include those things which most illustrate the skills you have claimed. These achievements can be any that illustrate your skill set, so it is alright to mention here that you led an expedition to the south pole, if you would like to claim that you have leadership and coping under pressure skills. You should put Education and professional memberships here if they are relevant to the particular role you are going for. There is place later on to put all your qualifications. For example It may not be relevant to put down that Arts degree you got before you discovered what you were going to do with your life, however if you are going for an analyst role then it would be a good idea to put your CFA designation down here


�Remember to use white space, and lots of it.


�This section is a summary of your work history to date. I like also to include ‘career breaks’ and time as a full time student here (but not usually time as a part time students)


�Where possible include months for jobs. It’s a personal thing but I wouldn’t for whole years of FT study, unless it was a mid-year intake


�.All this should fit on one page. This gives a prospective employer a great snapshot of your career and skills in a very short amount of space and there may be occasions where it is appropriate to just send off the one page.


�Even though this is not the first page of the resume, it is probably the best place to start writing it.


�Note “Experience” not “History”, people buy experience, not history. Secondly, you could probably use “Professional” or “Employment” instead of “Career”, thirdly, if your career has been long you could possible add “Relevant” to the beginning, and then not go into detail for every roles. You are not hiding anything, because it is in the summary, but it does help keep the resume focussed around the particular role in question/


�A brief paragraph on the role and the company, followed by a list of significant achievements. A few things to note:


-  I think it is helpful to put this in prose rather than bullet points as it forces you to explain the guts of the role, but if necessary it is not uncommon to divide up and have sub-headings of “responsibilities” and “achievements”. However PLEASE, less on responsibilities and more on achievements. 


- Remember to include details that give some idea of the scope and size and level of responsibility of the role, such as who you reported to (title not name!), what budget you were responsible for, how many people reported to you and so on.


- Include the amount of details on the company necessary for the reader to gain an idea of the nature of the company. So if you are in Australia you won’t have to explain Telstra, but if you have returned from the US, you may have worked for a company bigger than Telstra but I may not have heard of it, so just include a couple of brief details, Telco with x no of customers, x amount of revenue and x market capitalization and so on. 


�It is from these achievements that you will choose the most significant to then place on the from page.


�Concrete specific examples of things you achieved in the role above. Eg “Trained 10 staff”, secured new client” “Successfully undertook a review of operations which resulted in lots of savings”


�Keep noticing all THAT BEAUTIFUL WHITE SPACE


�OK, here you can put down all you graduate qualifications, including that Arts Degree (don’t worry I have one). 





Include School only if it is relatively recent.





I’m not sure how to include stuff that is current/incomplete but still significant. The big thing is to be clear that it is not complete.


�Just include the year completed. 


�You might be able to merge this with “Education”. See what looks good on the page and communicates effectively. It will vary according to the industry/type of role you are working in.


�Or “Computer Skills” Again depends on the kind of role you are going for, as to whether this is a significant section to have. It is worth noting that for an IT role this may well be worth having as a separate entry on the first page.


�Optional these days I think


�There is no expectation that you give your referees at this time. And I strongly recommend against it. Like with everything, they are different according to the role you are going for.


�The whole thing should take no more than 3-4 pages.  Depending on your industry there may need to be an appendix, like “project list” and so on, keep it an appendix rather than include it in the body of the text. 


�Please remember: There is not an exact formula, which is why it comes with comments. At the end of the day a resume is document that aims to show a prospective employer how you will make a contribution to their future, and to persuade them to talk to you about it.  Different roles and industries require slightly different ways of going about this.
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