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Your success in gaining an interview for a graduate 
position or progressing further in the application 
process, hinges upon the quality of the written 
application you provide to an employer.  
This is your opportunity to demonstrate that you 
possess the necessary knowledge, skills and abilities 
for the position.   

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 
applying for. 
Reflect on your past study and work experiences, 
extracting points that could help to sell yourself to an 
employer.  
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Resume – John Lawson  

CERTIFICATIONS/LICENCES 
2022 Australian Federal Police National Criminal History Check 

2021 Queensland Working with Children Check 

2021 Queensland Drivers Licence (Manual) 

COMMUNITY INVOLVEMENT 
2020 - 2022 Team Member and Social Committee Member - JCU Basketball Team 

2019 Coach – Under 10s Team, Cairns Junior Basketball 

 

 

INTERESTS 
• Keen traveller – backpacked through South America and Asia 
• XXXX 

 

 

REFEREES 
Dr Anne Smith Mr Neil Wordsworth 
Senior Lecturer – Environmental Management Manager – Yellow Crazy Ant Program 
James Cook University, Cairns  Wet Tropics Management Authority, Cairns 
Phone: XXXX Phone: XXXX 
Email:  XXXX Email: XXXX 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Tip – List interests that relate to your work life and give an indication of your personal qualities or abilities e.g. 
leadership, resilience, teamwork.  

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.  

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

• Information Sheets:  Action Verb List, Can a robot read your Resume? 

• Employability Edge: Master Written Applications module 

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

• LinkedIn Learning: online training to help you develop skills 

• Make an appointment with the Careers and Employability Team to discuss your job search 
strategies  

 

DO NOT COPY – PLEASE USE TO 
GENERATE YOUR OWN IDEAS 


