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HOW TO WRITE AN AUSTRALIAN RESUME: A
COMPLETE GUIDE FOR JOB SEEKERS

If you are looking for work in Australia, you need to understand
that the local job market has its own expectations about how a
resume should look and what it should contain. A generic resume
that works in the United States, the United Kingdom, or Canada
may not perform well here. Australian employers value clarity,
brevity, and a focus on achievements over responsibilities.
Learning how to write an Australian resume is the first step
toward getting noticed by hiring managers and recruiters across
the country. This guide will take you through every section,
format, and nuance you need to know to craft a resume that
stands out for all the right reasons.

Understanding the
Australian Resume Format

Before you type a single word, you need to understand the
structure that Australian employers expect. The standard
Australian resume is usually two to three pages long, never
longer than four pages. It is written in reverse chronological
order, meaning your most recent job comes first. Unlike some
countries where a photograph or a long personal statement is
common, Australian resumes avoid photos, and they keep the
personal profile short and punchy. The key is to make every word
count because recruiters spend an average of only six to seven
seconds scanning a resume.

Essential Sections of an
Australian Resume

When you ask yourself how to write an Australian resume,
start with the core sections that every employer expects to see.
Missing one of these can get your application filtered out before a
human even reads it.

1. CONTACT INFORMATION

Place your name at the top in a clear, professional font. Below
your name, include your phone number, a professional email
address, and your suburb and state (not your full street address
for privacy reasons). Add your LinkedIn profile URL if you have
one, but make sure it matches the information on your resume.
Do not include your date of birth, marital status, or a
photograph—these are considered irrelevant and can lead to
unconscious bias.

2. PROFESSIONAL SUMMARY OR PROFILE

A professional summary is a short paragraph of three to five lines
that introduces you as a candidate. It should state your job title,
your years of experience, your key skills, and what you bring to
the role. For example: “Results-driven project manager with eight
years of experience delivering large-scale infrastructure projects
across Australia. Skilled in stakeholder management, budget

control, and risk mitigation. Seeking a senior role in a forward-
thinking engineering firm.” Tailor this summary to each job you
apply for. This is one of the most critical parts of how to write
an Australian resume because it sets the tone for everything
that follows.

3. KEY SKILLS

List your most relevant hard and soft skills in bullet points. Hard
skills might include software proficiency, technical certifications,
or languages. Soft skills include communication, leadership, and
problem-solving. Be honest and specific. For example, instead of
“good communication skills,” write “facilitated cross-team
collaboration on a $2M project.” Use keywords from the job
advertisement to align your skills with what the employer is
seeking. This also helps your resume pass through Applicant
Tracking Systems (ATS).

4. WoRK EXPERIENCE

This is the most important section. List your jobs in reverse
chronological order. For each role, include the company name,
location, your job title, and the dates you worked there (month
and year). Under each role, use bullet points to describe your
responsibilities, but more importantly, your achievements.
Australian employers want to see what you accomplished, not
just what you were hired to do. Use strong action verbs like “led,”
“implemented,” “designed,” “increased,” or “reduced.”
Whenever possible, quantify results: “Reduced customer wait
times by 30% through process re-engineering.” If you have gaps
in your employment history, briefly explain them in a honest way.
Avoid leaving unexplained gaps because they raise questions.

5. EDUCATION

List your highest qualification first. Include the institution name,
the degree or certificate, and the year of completion. If you are a
recent graduate, you can include relevant coursework or your
grade point average if it is strong. For experienced professionals,
education goes after work experience. In Australia, mentioning
your high school is not necessary once you have a tertiary
qualification. If you have completed any Australian qualifications
like a Certificate Ill, Diploma, or a university degree, highlight
them prominently because local qualifications are highly valued.

6. ADDITIONAL SECTIONS (CERTIFICATIONS, LANGUAGES,
VOLUNTEER WORK)

Depending on your industry, you may add sections for
professional certifications, technical skills, languages, or
volunteer experience. For example, if you are in construction, list
your White Card. If you are in IT, list your cybersecurity
certifications.  Volunteer work demonstrates community
involvement and can fill employment gaps. Keep these sections
concise and relevant to the job.

Formatting and Design Tips

The visual appearance of your resume matters. When learning
how to write an Australian resume, remember that Australian
employers prefer clean, simple, and professional designs. Avoid
using templates with too many colours, graphics, or tables
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because they can confuse ATS software. Use a standard font like
Arial, Calibri, or Times New Roman in size 10 to 12. Use bold and
italics sparingly to emphasize section headings or job titles, but
avoid underlining because it can look unprofessional. Keep
margins between 2.5 cm and 3 c¢cm to ensure enough white
space. Save your resume as a PDF unless the employer specifies
otherwise, but make sure your name and the job title are in the
filename: “Jane_Smith_Project_Manager_Resume.pdf”.

Tailoring Your Resume for
Australian Employers

A common mistake that international job seekers make is sending
the same resume to every job. In Australia, employers expect you
to customise your resume for each application. Start by reading
the job description carefully and identifying the key
requirements. Then adjust your professional summary, key skills,
and work experience bullet points to mirror the language used in
the advertisement. Use the same keywords and phrases that
appear in the job posting. This not only shows you have read the
posting carefully but also increases your chances of being
selected by an ATS. For example, if the job requires “stakeholder
engagement,” make sure that exact phrase appears in your
resume if you have that experience.

Writing Achievement-
Focused Bullet Points

One of the most effective ways to impress an Australian recruiter
is to use the CAR method: Challenge, Action, Result. For each
bullet point in your work experience, describe a challenge you
faced, the action you took, and the result you achieved. For
instance: “Challenge: The company was missing monthly sales
targets. Action: Implemented a new lead tracking system and
trained the sales team. Result: Sales increased by 20% within
three months.” This structure makes your contributions clear and
measurable. It moves your resume from a list of duties to a
portfolio of successes. This technique is central to understanding
how to write an Australian resume that gets interviews.

Australian Terminology and
Spelling

Use Australian English spelling consistently throughout your
resume. Write “organisation” instead of “organization,” “colour”
instead of “color,” and “centre” instead of “center.” Dates are
written in day-month-year format, for example, “March 2023" or
“3 March 2023.” Months are written out fully. Also, be aware of
Australian job titles and industry-specific terms. For example,
“CV” is used interchangeably with “resume” in Australia, but
“resume” is more common for standard job applications. Using
local spelling and terminology shows you understand the market
and pays attention to detail.

What Not to Include

Just as important as what to include is what to leave out.
Australian resumes should never include a photograph, your date
of birth, your marital status, your nationality, or your visa status
in the main body. If you have a work visa, you can mention it

briefly in a cover letter or at the end of your resume, but it is not
required upfront. Avoid using personal pronouns like “I” or “me”
because resumes are written in first-person implied. Instead of “I
was responsible for managing a team,” write “Managed a team of
15 staff.” Also, avoid listing references on your resume. Instead,
write “References available upon request” at the bottom. Some
experts even skip that line because it is assumed.

Cover Letter vs. Resume:
The Australian Approach

In Australia, a cover letter is still expected for most professional
roles. It should be a separate document, no longer than one
page, and it should complement your resume, not repeat it. Your
cover letter explains why you are interested in the company and
the role, and it highlights one or two key achievements. Together,
your resume and cover letter form your application package.
When learning how to write an Australian resume, do not
forget that a well-crafted cover letter can be the difference
between being ignored and getting an interview.

Proofreading and Testing
Your Resume

Before you send your resume, proofread it multiple times. Read it
aloud to catch awkward phrasing. Ask a friend or a professional to
review it. Check for spelling mistakes, inconsistent formatting,
and missing information. Also, test your resume by trying to
upload it to an online job portal to see if the text is readable.
Sometimes PDFs with special characters or unusual fonts fail to
parse. You can even run your resume through a free ATS
simulator to see how it performs. Small errors can cost you the
opportunity, so invest time in perfecting your document.

Common Mistakes to Avoid

Even experienced professionals make errors when they try to
write an Australian resume. Avoid these common pitfalls:

* Using a one-size-fits-all template: Every job application
should be tailored.

e Making it too long: Keep it to two or three pages
maximum.

¢ Including irrelevant information: Hobbies and personal
interests are usually unnecessary unless they relate to the
job.

¢ Using unprofessional email addresses: Create an email
address with your name, not a nickname.

e Lying or exaggerating: Australian employers often
perform background checks, and dishonesty can blacklist
you.

* Ignoring the job description: The job posting contains
the keywords you need to include.

Final Tips for International
Applicants

If you are applying for jobs in Australia from overseas, there are
additional considerations. Australian employers prefer candidates
who already have work rights, but if you need a visa, be upfront
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about it in your cover letter. Highlight any international
experience that is relevant to the Australian market, and consider
including a note about your eligibility to work. Also, if you have
qualifications from overseas, you may need to get them assessed
by the relevant Australian authority. Mentioning that your
qualifications are recognised in Australia can give you a
significant advantage. Remember, understanding how to write
an Australian resume is about more than just formatting—it is
about aligning your experience with the expectations of local
employers.

Conclusion

Writing an effective Australian resume is a skill that can
dramatically improve your job search results. By following the
guidelines outlined in this article—focusing on achievements,
using Australian spelling and terminology, tailoring each
application, and keeping the layout clean—you will create a
document that speaks directly to recruiters and hiring managers.
Remember that your resume is a marketing tool, not a biography.
Every word should help answer the employer’s unspoken
question: “Why should | hire you?” Take the time to refine your
resume with the principles you have learned here, and you will
increase your chances of landing interviews and, ultimately, the
job you want in Australia. Start today by reviewing your current
resume against these standards, and make the changes that will
set you apart from the competition.



