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HOW TO WRITE YOUR RESUME

Mobile number | Email address | LinkedIn

YOUR NAME

Your career summary should immediately capture the hiring manager’s attention. The purpose is to define 
your professional title along with compelling points to demonstrate your suitability for the role, your level 
of experience and the areas in which you specialise. Each point should be relevant to the role you are 
applying for (use applicable keywords from the job advertisement). 

Key Strengths: 

•	 Maximum of five brief bullet points conveying your key professional strengths. 
     These should be relevant to the requirements of the role, as advertised.

CAREER SUMMARY

Key Achievements:

•	 Detail approximately five to six of your achievements in this role (in bullet point format).
•	 Each achievement statement should highlight:

•	 The challenge.
•	 What you did to overcome that challenge.
•	 The result you achieved (be specific wherever possible, such as using percentages or figures).

•	 Tailor your achievement statements to match the requirements of the role you are applying for. Don’t be 
scared to leave achievements out that are not relevant.

•	 The aim is to show that you have relevant past experience to entice the hiring manager to call you.

Company Name
Position
Dates covering period of work

Repeat for each role that you have held. For older or less relevant roles, keep the details shorter only 
offering information that will help you reach the next stage in your career.

PROFESSIONAL EXPERIENCE

Write a brief summary of your role and responsibilities.

Name of Institution
Certification achieved

EDUCATION

If you have multiple
education qualifications, 
list them in order of 
relevance or from most
recent to least recent.

List any technical skills
that may be relevant to the 
role you are applying for.

TECHNICAL SKILLS
Available upon request.

REFRENCES

Provide your referee
details after the interview
stage.



HOW TO WRITE YOUR COVER LETTER

Address the letter to the hiring manager. 
Dear Sir/Madam is impersonal and may 
not be well recieved.

1

Only include information that is relevant
to the role that you are applying for.
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Include your contact details. Place your 
name, city, state, postal code, phone 
number and email address in your 
cover letter heading.
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A good cover letter should be between
200 - 250 words in length. Make sure to 
use clear, concise language.
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Include the job title you are applying for.

4

Always check your spelling. Try printing 
your letter out then coming back to it 
fresh, or get someone with a keen eye 
to look over it for you.
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2
Identify the key criteria the hiring 
manager is looking for. Craft your 
response to highlight how your past 
experience addresses this set of criteria.

6
Never exceed one page. Asking a 
friend, former colleague, or mentor to 
review your letter can be helpful.

TIPS FOR WRITING AN EFFECTIVE COVER LETTER



REASONS TO 
CHOOSE GREENWICH COLLEGE

Timetable options, flexible payment plans & more 
frequent intakes.

Choose from four exciting campus locations - in the 
heart of Sydney, Melbourne, Brisbane and Gold Coast.

Our commitment to quality means you’ll only learn from 
the industry’s best teachers in a practical way, relevant 
to the real world and tailored to your personal goals. This 
means you’ll be more satisfied, more knowledgeable, 
more confident and better prepared to succeed in 
business, everyday life or at university.

Study with students from over 30 countries, helping you 
to build skills and knowledge quickly while also learning 
about other cultures. Best of all, you’ll return home with 
lifelong friends from all across the globe.

Greenwich English students learn English faster on 
average with:

Gain entry to over 30 institutions, including leading 
Australian Universities – without having to complete the 
official IELTS exam.

CONVENIENT LOCATIONS STUDENT DIVERSITY

QUICK SUCCESS

OPTIONS FOR FURTHER STUDYFLEXIBILITY

VALUE FOR MONEY

6

•	 An additional 9 hours of FREE optional classes
•	 The opportunity to move up to the next level, every 

week, based on progress testing
•	 One-on-one fortnightly academic counselling, so you 

know where to focus your efforts



Greenwich College SYDNEY •  MELBOURNE  •  BRISBANE  •  GOLD COAST

ENGLISH LANGUAGE
General English • Pronunciation in Context

INTERNATIONAL TEST PREPARATION
Cambridge A2 Key (KET) • Cambridge B1 
Preliminary (PET) • Cambridge B2 First (FCE), 
Cambridge C1 Advanced (CAE) • Cambridge C2 

ENGLISH FOR SPECIAL PURPOSES
English for Academic Purposes (EAP)
English for Vocational Studies (EVS)
English for Business
English + Creative Technology

AUSTRALIA’S BIGGEST CAMBRIDGE PROVIDER
Over 900 Cambridge graduates per year

GREENWICH EXAMINATION CENTRE
Authorised Cambridge and Linguaskill Examination Centres
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MELBOURNE CAMPUS
Level 8, 120 Spencer Street, Melbourne
VIC 3000, Australia | +61 3 8609 0000

ABN 31 114 584 940
CRICOS Code 02672K
RTO 91153

SYDNEY THOMAS ST. CAMPUS
Level 5, 187 Thomas St, Haymarket 
NSW, 2000, Australia | +61 2 8317 0501

PERTH CAMPUS
13 Beechboro Road S, Bayswater
WA 6053, Australia | +61 800 206 010

SYDNEY MARY ST. CAMPUS
Level 2, 72 Mary Street, Surry Hills
NSW 2010, Australia | +61 2 8317 0502

BRISBANE CAMPUS
Level 3, 119 Charlotte Street, Brisbane
QLD 4000, Australia | +61 7 3040 4417

SYDNEY PITT ST. CAMPUS
Level 2, 396 Pitt Street, Sydney
NSW 2000, Australia | +61 2 9264 2223

GOLD COAST CAMPUS
6/8 Scarborough Street, Southport
OLD 4215,  Australia | +61 7 5551 0126

Greenwich College
greenwichcollege.edu.au
info@greenwichcollege.edu.au

© Greenwich English College PTY
LTD also trades as Greenwich
Management & Hospitality College
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