LAW STAFF - EXAMPLE ONLY

Sample Curriculum Vitae

Personal Details

NAME: Jackie Bloggs
DATE OF BIRTH: (optional) dd / mm / year
ADDRESS: Level 14,

115 Pitt Street
Sydney NSW 2000

PHONE: W: (02) 9235 3070
M: 0411 000 000
EMAIL: jobline@lawstaff.com.au
LANGUAGES: (if any) Fluent German
INTERESTS: Family, beach, reading ...
Notes:
1) Start with your full name and up-to-date contact details.
2) Leave out any references to unrelated memberships of clubs, unless they can impress.
3) Don't include a photograph, unless specifically requested.
Education
SECONDARY EDUCATION: Sydney Girl's Grammar (1988), Sydney
HSC Completed
OTHER QUALIFICATIONS: e Diploma of Justice Administration (2004), Sydney
North TAFE

o Certificate IV of Justice Administration (2004),
Sydney North TAFE

AWARDS & ACHIEVEMENTS: List academic awards, scholarships, school or sport
captain positions and the year awarded/achieved

Note: Put your highest level of education first.

Computer Skills

Computer Packages Windows XP (Advanced)

Excel 97 (Advanced)

Lotus Notes (Advanced)

Powerpoint (Intermediate)

Word Perfect 6.1 DOS (Intermediate)
Word Perfect 9.0 Windows (Intermediate)
Keystone (Beginner)

Groupwise (Beginner)

Note: List familiarity with computer packages from most advanced skills to least advanced.
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Employment History

NAME OF EMPLOYER June 2001 - Present
Location (City)
Job Title, Department (eg. Recruitment Officer, Human Resources Department)

Responsibilities:

¢ Reviewing and screening resume response.

Conducting all first round interviews for all potential support staff candidates.

Regular liaison with recruitment agency contacts.

Liaising with senior partners and human resources director where necessary.

General administrative duties such as filing, diary management, sorting mail, faxing, photocopying and
arranging couriers.

Reason for leaving:
To progress my career in a larger firm where | can work with corporate clients.

Notes:

1) Repeat this for every place of employment — the most recent should be listed first and then work
backwards chronologically.

2)  Generally the place where you have gained the most relevant experience should be the most
detailed. For example, if you worked for a firm for 3 months most recently and then for another firm 8
years before that, the latter firm should have the most detail.

Referees

VERBAL: Available on request

WRITTEN: Margaret Heath, Director
Law Staff Australia
(Copy attached)

Notes:

1) Always confirm with your referee that they are happy to be named on your CV before sending it out to
anyone. Check with them that their contact details are up-to-date.

2) Employers will generally require a senior level referee who was directly responsible for supervising
your work. Friends and family members should be avoided, unless clearly noted in your CV what
your relationship is to them.



