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OCG RESUME Template
GUIDELINES

Hello,

We hope this template provides an easy way to format your career history.

The following steps will get the best result:

· Special fields with instructions have been inserted into this resume template.  These instructions will assist you to type the right information into the correct spaces and in the format that is compatible with our resume templates.

· Please ensure that you use the font that is on this template - Arial. 

· Navigate your way to each of the fields by hitting the F11 key at the top of your keyboard.  This will take you to each of the fields where you enter the information as requested.  Try it on the following example by pressing the F11 key now:

Example
You’ll see that you have been automatically taken to the beginning of this line, which is now highlighted black.  This means that you can now start typing your information. 
· Once you have filled in a field on this template, hit the F11 key again and this will take you directly to the next field that needs to be completed.  

· Please type over the top of the instructions.  This means that your final document will no longer include the template instructions - these will disappear as you type.  Try it on the following example by pressing the F11 now:

Type your full name here
Now that you know how to navigate this document the best way possible, have a look at the information on the next page.

Once you have completed your resume template, there are several ways to submit it to OCG:

Email to:


resume@ocg.co.nz
Website registration:
OCG Website Registration
Post to:


PO Box 7741, Auckland
Fax to:


0064 9 529 5624

Responses will be electronic where an email address is supplied.

NB:
As internal email monitoring is widespread within workplaces in New Zealand, we suggest that you may 
wish to consider using a secure email address such as a home or Hotmail account rather than a work 
email address.

OCG RESUME Template

YOUR PREFERENCES

It's worthwhile for you to outline below the sorts of roles and components you are seeking.  Once you provide us with this information, we'll consider this data when matching your preferences against any potential opportunities. 

We would like to enter this information into your file as quickly as possible.  To help with this, please include your full name below so that we can get things moving.

Hit F11 now and you will go directly to the first field!

Full Name:

Type your full name here
What are some of the titles of roles you would consider?


What sort of content would you like in a role?


Which industries would you be particularly interested working in?


What else is important to you in a role other than salary?


Which locations would you consider?


For the right role, what salary range would you consider?  Include base and 'other':

Base:

Minimum - $



Ideal - $
Bonus:
Minimum - $



Ideal - $
What components would the package comprise of?


Personal Details

	Name:
	Type your full name

	
	

	Address:


	Type your full street address or postal address

	
	

	Phone Numbers:
	Work:


	Type your work number (if applicable)

	
	Home:


	Type your contact home number

	
	Mobile:


	Type your contact mobile number

	
	

	Email Address:


	Type your secure contact email address


Education

	Type your duration of attendance at College / High School eg: 1985 - 1990
	Type the name of your College / High School
Enter your highest School qualification

	
	

	Type your duration of attendance at a Tertiary Institute eg: 1991 - 1995
	Type the name of your Tertiary Institute
Enter your Tertiary attainments from this Institute

	
	

	Type your duration of attendance at a Tertiary Institute eg: 1991 - 1995
	Type the name of your Tertiary Institute
Enter your Tertiary attainments from this Institute


Professional Memberships
	Type your duration of Professional Membership eg: 1995 - 1996
	Type the name of your Professional Membership Organisation
Enter details about the membership

	
	

	Type your duration of Professional Membership eg: 1995 - 1996
	Type the name of your Professional Membership Organisation
Enter details about the membership


NB:
To add further Professional Memberships, please press TAB in the last box at the end of the row.

Courses Attended   (other than School or University qualifications)

	Type the duration of a Course attended eg - 1996 - 1997
	Type where you attended the Course
Enter the name, attainments and/or details of this Course

	
	

	Type the duration of a Course Attended eg - 1996 - 1997
	Type where you attended the Course
Enter the name, attainments and/or details of this Course

	
	

	Type the duration of a Course Attended eg - 1996 - 1997
	Type where you attended the Course
Enter the name, attainments and/or details of this Course


NB:
To add further Courses Attended, please press TAB in the last box at the end of the row.

Information Technology
· List Computer / Accounting Software you have used
Interests

Enter your interests and hobbies
Overview of Employment History

NB:
Use abbreviated months eg - Jan, Feb, Mar

	Start Date:
	
	End Date:
	Organisation
	Position

	Month
	Year
	-
	Present
	Organisation Name
	Your Position Title


	Month
	Year
	-
	Month
	Year
	Organisation Name
	Your Position Title


	Month
	Year
	-
	Month
	Year
	Organisation Name
	Your Position Title


	Month
	Year
	-
	Month
	Year
	Organisation Name
	Your Position Title


	Month
	Year
	-
	Month
	Year
	Organisation Name
	Your Position Title


	Month
	Year
	-
	Month
	Year
	Organisation Name
	Your Position Title


	Month
	Year
	-
	Month
	Year
	Organisation Name
	Your Position Title


	Month
	Year
	-
	Month
	Year
	Organisation Name
	Your Position Title


	Month
	Year
	-
	Month
	Year
	Organisation Name
	Your Position Title


	Month
	Year
	-
	Month
	Year
	Organisation Name
	Your Position Title



NB:
To add further Jobs, please press TAB at the end of the last row.

Employment History

	
	Starting from your most RECENT role - ENTER THE NAME OF THE ORGANISATION

	
	

	
	Enter description of the business eg - turnover, total staff numbers, ownership, products / services manufactured / distributed

	
	

	Dates:
	Start Date - Completion Date

	
	

	Position:
	Enter your Position Title

	
	

	Responsibilities:
	· Include the key accountabilities / responsibilities of this role

	
	

	Achievements:
	· Note your most significant contributions to this organisation

	
	

	Reason for leaving:
	Give details explaining why you moved on


	
	Starting from your most RECENT role - ENTER THE NAME OF THE ORGANISATION

	
	

	
	Enter description of the business eg - turnover, total staff numbers, ownership, products / services manufactured / distributed

	
	

	Dates:
	Start Date - Completion Date

	
	

	Position:
	Enter your Position Title

	
	

	Responsibilities:
	· Include the key accountabilities / responsibilities of this role

	
	

	Achievements:
	· Note your most significant contributions to this organisation

	
	

	Reason for leaving:
	Give details explaining why you moved on


	
	Starting from your most RECENT role - ENTER THE NAME OF THE ORGANISATION

	
	

	
	Enter description of the business eg - turnover, total staff numbers, ownership, products / services manufactured / distributed

	
	

	Dates:
	Start Date - Completion Date

	
	

	Position:
	Enter your Position Title

	
	

	Responsibilities:
	· Include the key accountabilities / responsibilities of this role

	
	

	Achievements:
	· Note your most significant contributions to this organisation

	
	

	Reason for leaving:
	Give details explaining why you moved on


	
	Starting from your most RECENT role - ENTER THE NAME OF THE ORGANISATION

	
	

	
	Enter description of the business eg - turnover, total staff numbers, ownership, products / services manufactured / distributed

	
	

	Dates:
	Start Date - Completion Date

	
	

	Position:
	Enter your Position Title

	
	

	Responsibilities:
	· Include the key accountabilities / responsibilities of this role

	
	

	Achievements:
	· Note your most significant contributions to this organisation

	
	

	Reason for leaving:
	Give details explaining why you moved on


	
	Starting from your most RECENT role - ENTER THE NAME OF THE ORGANISATION

	
	

	
	Enter description of the business eg - turnover, total staff numbers, ownership, products / services manufactured / distributed

	
	

	Dates:
	Start Date - Completion Date

	
	

	Position:
	Enter your Position Title

	
	

	Responsibilities:
	· Include the key accountabilities / responsibilities of this role

	
	

	Achievements:
	· Note your most significant contributions to this organisation

	
	

	Reason for leaving:
	Give details explaining why you moved on


	
	Starting from your most RECENT role - ENTER THE NAME OF THE ORGANISATION

	
	

	
	Enter description of the business eg - turnover, total staff numbers, ownership, products / services manufactured / distributed

	
	

	Dates:
	Start Date - Completion Date

	
	

	Position:
	Enter your Position Title

	
	

	Responsibilities:
	· Include the key accountabilities / responsibilities of this role

	
	

	Achievements:
	· Note your most significant contributions to this organisation

	
	

	Reason for leaving:
	Give details explaining why you moved on


	
	Starting from your most RECENT role - ENTER THE NAME OF THE ORGANISATION

	
	

	
	Enter description of the business eg - turnover, total staff numbers, ownership, products / services manufactured / distributed

	
	

	Dates:
	Start Date - Completion Date

	
	

	Position:
	Enter your Position Title

	
	

	Responsibilities:
	· Include the key accountabilities / responsibilities of this role

	
	

	Achievements:
	· Note your most significant contributions to this organisation

	
	

	Reason for leaving:
	Give details explaining why you moved on


	
	Starting from your most RECENT role - ENTER THE NAME OF THE ORGANISATION

	
	

	
	Enter description of the business eg - turnover, total staff numbers, ownership, products / services manufactured / distributed

	
	

	Dates:
	Start Date - Completion Date

	
	

	Position:
	Enter your Position Title

	
	

	Responsibilities:
	· Include the key accountabilities / responsibilities of this role

	
	

	Achievements:
	· Note your most significant contributions to this organisation

	
	

	Reason for leaving:
	Give details explaining why you moved on


	
	Starting from your most RECENT role - ENTER THE NAME OF THE ORGANISATION

	
	

	
	Enter description of the business eg - turnover, total staff numbers, ownership, products / services manufactured / distributed

	
	

	Dates:
	Start Date - Completion Date

	
	

	Position:
	Enter your Position Title

	
	

	Responsibilities:
	· Include the key accountabilities / responsibilities of this role

	
	

	Achievements:
	· Note your most significant contributions to this organisation

	
	

	Reason for leaving:
	Give details explaining why you moved on


	
	Starting from your most RECENT role - ENTER THE NAME OF THE ORGANISATION

	
	

	
	Enter description of the business eg - turnover, total staff numbers, ownership, products / services manufactured / distributed

	
	

	Dates:
	Start Date - Completion Date

	
	

	Position:
	Enter your Position Title

	
	

	Responsibilities:
	· Include the key accountabilities / responsibilities of this role

	
	

	Achievements:
	· Note your most significant contributions to this organisation

	
	

	Reason for leaving:
	Give details explaining why you moved on


NB:
To add further jobs, please copy and paste the above format.  

You have reached the end of the OCG Resume Template!

So that your database membership details can be quickly updated, please submit your completed resume to OCG via:

Email to:


resume@ocg.co.nz
Website registration:
OCG Website Registration
Post to:


PO Box 7741, Auckland
Fax to:


0064 9 529 5624

Responses will be electronic where an email address is supplied.

Doing this will mean that your details can be considered for roles within 24 hours.

Please also include in your email a reference to any of our advertised roles which you may be interested in applying for.  That way, your interest will be directed to the right place.
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