RESUME 

PERSONAL DETAILS

Name:

John Ringo 

Address:

123 ABC Street

BRISBANE Qld 4000

Home Phone:
07 3000 0000
Mobile: 

0400 000 000
D.O.B:

01st Jan 1990
Email:

name@domain.com 
OBJECTIVE
To obtain a traineeship in Business Administration, by demonstrating that my skills and abilities are well suited to the traineeship being offered by Xyz LTD.

WORK HISTORY

Date: 


June 2004
Position: 

Kitchen Hand/ Waiter
Company:

Indian and Portuguese Restaurant 

Responsibilities:

· Food preparation
· Dish washing
· Waiting Tables
· General cleaning
Date: 


November – December 2003
Position: 

Factory Hand
Company: 

Outdoor World Pty Ltd
Responsibilities:

· Assembling of outdoor Umbrellas

· Use of power and hand tools

· Welding

WORK EXPERIENCE

Date: 


October 2006
Position: 

Junior Office administration assistant
Company:

ABC LTD
Responsibilities:

· Filing 

· Typing

· Photocopying

· Faxing

· Effective communication with student and staff



DEMONSTRATED SKILLS AND ABILITIES

· Excellent team work skills and ability to work unsupervised
· Effective time management skills
· Willingness to learn
· Excellent leadership ability 
· Experienced in the use of hand and power tools
· Competent in office administration skills 
· Proficient in Microsoft Word, Excel, PowerPoint and spreadsheets 
· Excellent oral and written communication
· Multi-lingual communicator
EDUCATION

Date:


2002 – Present
School:

ABC High School 

Grade Level:
Year 12 – 2007
Subjects:

· Economics


 
· Accounting


· English


 
· Legal Studies


· Mathematics A

 
Extra Curricular Activities:

· School Vice Captain - School leadership activities 

· School debating team

· School Band

· Public speaking

INTERESTS AND HOBBIES

· Music 

· Soccer

· Reading

· Travel

REFEREES

Name:

ABC
Position:

Manager
Organisation:
ABC LTD
Contact details:  
(07) 3000 0000 
Name:

XYZ
Position:

Site Supervisor
Organisation:
Outdoor World
Contact details:
(07) 3000 0000
