GRADUATE RESUMES
Planning

Tailor your resume

Your resume is a marketing tool. It is essential that
you tailor your resume for every job application to
increase the fit between you, the job and the employer.

Thoroughly research the organisation and the position
to determine what the employer is looking for.

A role in the public sector may have a different focus
from a private company. Your resume layout/style
may vary according to the sector you are applying to.

Emphasise your strengths, achievements, skills and

abilities as they relate to each particular job you are
health are not required.
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Tip — Keep your referees informed, they need to know what you are applying for so that they are prepared
when an employer contacts them to find out more about you. Make sure you read the application instructions
to determine the type and number of referees required.

REFEREES

Dr Yetta Gurtner Mr John Edwards

Lecturer — Planning Building Manager

James Cook University CPB Contractors

Phone: (07) 4781 5617 Phone: (07) 4700 5555

Email: Yetta.qutner@jcu.edu.au Email: J.edwards@cpb.com.au

Need more help? Go to www.jcu.edu.au/careers for more resources

e Information Sheets: Eg. Action Verb List, Can a robot read your Resume?

 Employability Edge: Master Written Applications module

e Big Interview: combine training and practice to improve your interview techniques

 Make an appointment with the Careers and Employability Team to get feedback on your application.

DO NOT COPY — PLEASE USE TO
GENERATE YOUR OWN IDEAS

NOTE: This information is intended to be used as a guide and to provide general information only. It is solely your
responsibility to evaluate and check the accuracy of the information provided.
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