

Resume Template
FULL NAME
Location:	
Email: 		
Phone:
LinkedIn:
TARGET ROLE / PROFESSIONAL TITLE (e.g. SENIOR EXECUTIVE ASSISTANT | EXECUTIVE OFFICER | CEO & BOARD SUPPORT)
Write a 5–6 sentence summary that clearly positions you for your target role. Start with your role/area of expertise and total years of experience. Mention the types of leaders, organisations or environments you support (e.g. CEOs, Boards, government, regulated industries). Highlight how you create value (e.g. enabling decision-making, protecting executive time, improving operations). Show your working style (e.g. proactive, trusted, calm under pressure). End with the type of role or environment you’re seeking next.
HIGHLIGHTS
· Create 5 bullet points that act as your personal highlight reel. 
· First bullet: A one-sentence summary of your experience, seniority and value. 
· Middle bullets (3–4): Mini case studies showing outcomes you’ve delivered (not just tasks). Focus on impact, complexity, scale or trust. 
· Use action-oriented language and be specific about what improved, changed or was enabled because of your work.
KEY SKILLS
· List 10–14 skills that are directly relevant to your target role. 
· Include both technical and strategic skills. 
· Prioritise skills mentioned in job ads you’re applying for. 
· Avoid generic soft skills unless you can demonstrate them elsewhere.
· Example categories to include (tailor as needed): 
· Executive & CEO Support 
· Board / Council Liaison 
· Diary, Travel & Priority Management 
· Briefings, Agendas & Minutes 
· Stakeholder Management 
· Governance, Compliance or Financial Support 
· Technology & Systems (e.g. Microsoft 365)

PROFESSIONAL EXPERIENCE
ORGANISATION NAME
Your Job Title
Dates of employment | Location / Remote
Start with a short 1–2 sentence overview of the role and environment. Who did you support? What was the scale, complexity or context of the organisation?
· Then add 5–8 bullet points that show what you delivered in this role. 
· Focus on outcomes, improvements, trust, efficiency or risk reduction. 
· Show progression, initiative and judgement. 
· Avoid listing duties, rather, show how your work made things run better.
· Repeat this structure for each relevant role.



ORGANISATION NAME
Your Job Title
Dates of employment | Location / Remote
Start with a short 1–2 sentence overview of the role and environment. Who did you support? What was the scale, complexity or context of the organisation?
· Then add 5–8 bullet points that show what you delivered in this role. 
· Focus on outcomes, improvements, trust, efficiency or risk reduction. 
· Show progression, initiative and judgement. 
· Avoid listing duties, rather, show how your work made things run better.
· Repeat this structure for each relevant role.

ORGANISATION NAME
Your Job Title
Dates of employment | Location / Remote
Start with a short 1–2 sentence overview of the role and environment. Who did you support? What was the scale, complexity or context of the organisation?
· Then add 5–8 bullet points that show what you delivered in this role. 
· Focus on outcomes, improvements, trust, efficiency or risk reduction. 
· Show progression, initiative and judgement. 
· Avoid listing duties, rather, show how your work made things run better.
· Repeat this structure for each relevant role.

ADDITIONAL EXPERIENCE
· (Optional) 
· Use this section for roles that add credibility or depth but don’t need full detail. 
· List role title, organisation and a brief descriptor if helpful. 
· This is useful for contract, early-career or complementary experience.

PROFESSIONAL MEMBERSHIPS
· (Optional)
· List any relevant memberships, certifications or professional bodies. 
· Only include those that add credibility to your target role.

REFERENCES
Available upon request.


TIP: This template is designed to be tailored for each application. Adjust your summary, highlights and skills to closely match the language and priorities of the role you’re applying for.



Cover Letter Template
FULL NAME
Location:	
Email: 		
Phone:
LinkedIn:

Date

Hiring Manager
Company Name
Address


Dear Hiring Manager,

RE: APPLICATION FOR POSITION OF (INSERT)

OPENING PARAGRAPH – POSITIONING & INTENT 
Write 3–4 sentences that clearly state: 
· The role you’re applying for and where you found it. 
· Your current role or professional identity. 
· A concise value statement (why you’re a strong fit). 
· A brief signal that you understand the organisation or context.
Avoid clichés and generic enthusiasm. Be calm, confident and specific.

BODY PARAGRAPH 1 – YOUR VALUE IN ACTION 
Use this paragraph to demonstrate how you add value. 
· Reference your experience level and the type of environments you’ve worked in. 
· Highlight 1–2 core strengths that directly align with the role. 
· Focus on outcomes you’ve enabled (decision-making, efficiency, trust, results). 
· Write as a professional peer, not a hopeful applicant.

BODY PARAGRAPH 2 – FIT & WORKING STYLE 
This paragraph is about alignment and how you operate. 
· Describe your working style (e.g. proactive, trusted, detail-driven, calm under pressure). 
· Mention the types of leaders or teams you support best. 
· Show that you understand the pace, pressure or complexity of the role. 
· Keep it grounded, no exaggeration.
· 
OPTIONAL PARAGRAPH – CONTEXT OR TRANSITION (Use only if relevant) 
Include this only if you need to explain: 
· A career transition 
· A return to work 
· A change in industry 
· Contract or portfolio-based work
Keep it factual, brief and forward-focused.

CLOSING PARAGRAPH NEXT STEPS 
Close with 2–3 sentences that: 
· Reaffirm your interest in the role. 
· Express openness to further discussion. 
· Thank the reader for their time.
End confidently, no over-explaining.

Yours sincerely, 
[Your Full Name]

TIP: This cover letter should be tailored for every application. Adjust the opening, value paragraph and language to mirror the role description. The goal is clarity and credibility.
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