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Learning Objectives

Leverage your career experience fo create a

personal and tailored resume that highlights your
capability

IdenTify your relevant transferable skills,
keywords and experience, and know what to
leave out

Recognise your strengths and | \

achievements to build a compelling first 4
impression



Purpose of a Resume

Screening Tool

Supports the
hiring manager to
selectively screen
candidates for

Marketing Tool

Helps you to

jobs

promote your
capability or skillset
as a means of
getting to the

interview
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Application Tracking
Systems

A Resume Parser is a program that breaks

down your resume and tries to categorise the
information into different sections to enable
search and filtering functionality.
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CAREER OBJETIVES: Providing professional services while
continuing to grow through experience and A
education. At the end of the day | aim to be L
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3D Systems, 3D Sprin, 3D Edit Pro.
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PDF view
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Andrew Bubnic

NAME: Andrew Bubnic

ADDRESS: PO Box I, Smithtield, SA 5114
andrew@auroand.com

PHONE: P/H: 08 8284 1886

(CAREER OBJETIVES:

Providing professional services while

continuing to grow through experience and
education. At the end of the day | aim to be
&n asset for my employer

EDUCATION
Certified by Google
Google Adwords Certified Specialist

s aweecds gricgle com

Short Course

Mapinfo - MapExtreme developer
Developer trairing

Tertiary

Victoria University
‘Bachelor of Computer Seience

WORK EXPERIENCE
AA Information

Security specialist - asinfarmation.com

otwork

SKILLS and ABILITIES

Rapid prototyping software - Magics
3D Systems, 3D Sprin, 3D Edit Pro

CRM and Ticketing software -
Salesforce - HelpDesk

Scanning - Creaform - GoScan and
HandyScan

Microsoft Business Suite - Outlook,
Wiord, Powerpoint
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Praject 360 ColorJet printers
(Z Printers)

ProJet 35X0 MultiJet printers
ProJet 3550 MultiJet printers

PraJet 3600 MultiJet printers
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DETAILS NOTES (07) v EXPERIENCE LINKEDIN RSC

Androw Bubnmic Androw Bulinee Malc B 417 398 177 <81 &7 3@ 177 andraw R ourcand com AU Brabana
Strong Teoh-Stack tochncal expert Lave / CENET / PHP, SQL NoSQL Mobic acps with passon for
maximisng cusnes: value through clever IT * relped drive ragid groath of AID [Higher Coucation)
theough bBuiding state of the art CRM Gpsterm * Bighly colaborative stakeholder sngegement skolls
plus resdicncy & varsatilty. ROocent strong Al slolla Always Rarming and 1I2oking for cChallenoes! Aroas of
Expertse Very strong tochmical Background in muitpic languages inciudng CTENLT, PHP, Pyihon, and
previoudy. Jave. Recent enterprse scale projects in CENLT, and &1 work in Pytnon, Solid with PHP web
Peojects and ASE NET Care Fully engagesd in AGILE / Spr ard emcelieot communcator SENKOR
SOFTWARE ENCINEER LIRS US Briabane AL Software Archacct Engina e World Acumen Company
AIRBUS -Jugoernauts n &vaton and Defence Summary: Dmmang strong techmical executon ind
historically siow-paced industry * Co-Software Architect and Senioe Softvare Enginest of Suste of the
et Delonra we sl wonre w s hieverrme et Our software s preahic ted 1o save The At ral s Arreey msllions
of dallar T OPAUON COGLE 0O LOoN yours * LOood INallation Architect for software Suong CENET
! MM S WPF [ SQL Server 2018 Key achvevermant Pronded real commeroa IT sirateg 3 1S push key
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vertisement Criteria

« About the Company

« Key Functions, Scope and Focus of role
« Qualifications required

« Skills and Experience to succeed

AKD is a forestry products company, growing and manufacturing sustainable quality timber products.
With operations across Queensland, NSW and Victoria we have 1,000 plus strong team members who
are passionate about our business!

AKD is proud of our diverse culture, that supports empowered individuals, embraces teamwork, and
encourages a simple action orientated ‘can do' attitude.

We are offering an exciting opportunity for an astute, self-mofivated person to join our team in an accounting role
supporting our Colac site. Reporting to the Colac Finance Manager, this position would suit a part-qualified or
recently qualified Accountant, with flexible working arrangements or part-time hours offered for the right

candidate
The role will be responsible for tasks including:

« Preparation of financial and management reports

« Budget & Forecast preparation

« Cashflow forecasting and management

« Month end accounting tasks

« BAS preparation & lodgement

« Various accounting and banking tasks to support Colac & Group Finance teams

In order to be considered for this role you will:

« be a driven seff starter, who is commercially astute
« relate well to, and engage with f

« be suitably tertiary qualfied

« be able to communicate effectively across the entire organisation

The role would suit a finance professional seeking a role with a significantly broader scope than your traditional
accounting role

'

Remuneration will be commensurate with experience and organisational fit. If you have commitment, energy and
are motivated to make a difference, please email your resume and cover letter to recruitment@akd.com.au
ng reference code ‘ACC2022'.

us

Applications Close: 6th January 2023, Immediate start available.

Note: Pre-employment testing will be required




Identifying Key Words
& Creating a Stronger Match

Identify

Look at key the job
advertisement, PD and
resources online to
determine the key criteria
employers are looking for
when recruiting a position

Target

Review responsibilities and
achievements listed and
determine the most relevant
and impactful ones

Mirror

Highlight words in your
achievements,
responsibilities and
attributes that could be
changed to better mirror the
key words listed in the PD.



Name
0499 999 999 emallf@email com m Linkedin. com/in‘name’

CAREER PROFILE

& highly innovative Dperations Manager with Mechanical Engineering, mamiznaocs and asset management experiencs.
My sxperise 5 in process improvement and driving operational efficiencies founded on =strong Mechanical Enginesring
principlas.

| am driven by opporfunifies o imconporate Lean principles fo uncowver inefficiencies. streamline processes and reduce
excass expenditure through the design of effective solutions. My collsborative, approschable and cosching keadership style
has enabled me o fransfer knowledge scross large teams, upskill resources and implerent rescurce planning sirategies
to gplimise site performancs.

AREAS OF EXPERTISE
Administration and Account Support

= Supernvision and confribution 1o the daily management of administrative and cient support services ufilising Microsoft
Office Suite- MS Word, Excel, Powsr Point and Outlook

= Msznagement of the human resource activities, including rmaintsining accurate records, monitaring siaff replacemeant
and en=uring all relevant compliiance training is valid.

Achieve Results and Communicate Effectively

»  Ahility to be highly responsive and work under pressure in an ever-changing wark environment whilst ensuring existing
deadlines and targets are met.

»  Effectively collsborates and values differences within the team fo build effective relstionships and miake the best uss of
resourcas to delfiver results.

Leadership and Training

»  Successfully developed and delivered a comprehensive training program of @ new Groups Platform for intemal
employsss and extemal customers across Australia.

» Traimed and mentored a direct report to achisve their career goals and receive a promotion to Corporate Sales
Supervisar within 2 months.

ACADEMIC QUALIFICATIONS

Course Institute Year Completed
ME& Project Mansgerment LS 2001

BA Engineering QT 1883

CAREER SUMMARY

Rale Name of Organisation Employment Duration
Operations Managsr Organisation Year - Year
Pracess Improvernant Engineer ‘Jrganisation YWear - Year

Mechanical Enginssr Jrganisation Year - ear

“
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What is your
Career Profile?

A Career Profile summarises your professional
experience and knowledge by sharing the What,
How and Why in a succinct story

Resume | ElevatorPitch | LinkedIn | Interview

10
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Career Profile

A Customer Success Manager and Sales Administrator with over 15 years ) ) ) .
. . . . . . Descriptor + professional title with...
experience In the Financial Services Industry. I have a customer experience focus

. .. . . . Describe amount and type of relevant experience
and passion for delivering quality customer and client care at all times.

My collaborative and proactive nature enables me to effectively streamline process ..Industry background in...
and procedures to maximize efficiencies and meet business requirements. Describe industry experience

I have been responsible for coordinating events, building authentic relationships

and maintaining data integrity. My excellent communication skills allow me to take Also possess...

a proactive approach when working with all stakeholders to identify and Describe your work approach or specialist skills
understand their needs to create innovative and commercially focused outcomes.

I have a passion for expanding my knowledge, with a willingness to learn new skills } Genuinely motivated by/strongly inferested in...

for ongoing self-improvement. Describe what motivates or interests you at work




Expertise | Key Skills

» Identify key themes of Functions and Skills
required for the role

* Use these Functions | Skills as subheadings

* Select the most relevant examples of your
experience for each

e Can be a list, bullet points, or paragraphs
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Expertise

In list format
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AREAS OF EXPERTISE

Customer Account Management Sales Call Planning & Reporting Event Coordination
Customer Service New Product Launch Sales Strategy
Strategy Planning & Implementation ~ Key Account Management Coaching & Training




¥ Experience Page 2 - 4

RELEVANT EMPLOYMENT HISTORY

Class Teacher Wattle5eed Cottage Steiner Inspired Homeschool Feb 2022 - June 2022

WottieSeed Cottoge Steiner inspired Homeschoo! Hub was born out of the desire to create a small community-based homeschool hub
that would enable parents to have o combination of teacher-led curriculum with parent involvement.

Within the role of the Class Teacher for year levels 1 and 2, | developed a combined curriculum to facilitate age-appropriate stories,
main lessons and activities for eight children.

Responsibilities

# Partnered with parents to develop the concept and logistics of the homeschooling hub
# Designed and facilitated an enriching and engaging curriculum of main lessons and core subjects to meet the class 1 and 2
curriculums
# Orzanised the community support-based delivery model including parent supervision and activities
# Implemented and updated an online communication platform te ensure parents were up to date with the latest information
& Managing admin, enquiries, phone calls, planning and events
# Running and chairing community meetings, parent-teacher meetings and making personal home visits
Achievements
# Able to manage, run and organise my daily teaching tasks as well as parent body duties
# Facilitating a calm integration from big classroom settings to 2 small dassroom setting for the child
# Practice of peaceful disciple strategies and nurturing the emotional needs of the individual children
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Responsibility Statements

Responsibilities
@ Delivered learning solutions
® Technical documentation and user manuals

® Worked with all business units

- - - -
-

- fr

Responsibilities

o Worked with business leaders, people managers and support roles to deliver agile and fit for
purpose learning solutions

® Designed and developed technical documentation and user manuals ensuring ease of use
e Maintained a full understanding of the various business units and their specific training

k requirements j

. — —g—
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Demonstrate
your
measurable
value

Separates you
from the
competition

Provide

examples of
excellence in
performance

Exemplifies
your
competencies

Value of Strong Achievement Statements

Grabs the
reader’s
attention

Increases your
chances of
securing an
interview
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Crafting Stronger Achievements

“Reduced warehousing and distribution costs for the
business”

“Reduced warehousing and distribution costs during the
global economic downturn by outsourcing these

functions”

“Achieved an 18% saving on warehousing and distribution v’
costs during the global economic downturn by
strategically outsourcing these functions”

17
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References

« Stating ‘Available on request’ enables you to select
the most relevant reference based on the interview
and role

* Avoid sharing personal contact details unless
specifically requested

* When asked for referee details, provide name,
position, relationship to you and work contact
details

» Always ask for permission before listing someone
as a reference
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Share your Story

Additional Training
Volunteer Work
Memberships and Affiliations
Awards

Publications

Accreditations
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Resume Resources on Learning Hub

25 resources You r

17 resources
application
Job search strategy tool ki -

Leverage your network, find advertised

Your application toolkit

Explore how to create an impressive

resume, craft cover letters, and build yo...

Explore how 10 Craate an IMEaessive resume, craft

roles and partner with recruiters and...

cover letters, and buid your enline brana.

Capability ares

Buikd an impressive resume
d & 25 resources

Building your online brand and presence

Crafting cover letters and selection

exitetia Pick a resume template

Seiechng the most Ippropnate resuma fempiate ro SNare your siocy is

<. Choose from one our remplates 1o get.. ‘r 2

Content type

D Activity
D Artiche

Getting started on your resume

An ntroductory to the key aspects of creating a standout resume

-y jotmzwersio

Resume writing do's and don’t

-y [obwcweston




Join our Upcoming Workshops!

UPCOMIN Ty UPCOMING i i - \ UPCOMING . UPCOMING
o , &

¥ .
{2 ‘
. ~
by 0
¥ ey

7\\:’ A o

Transferrable Introduction to ; Selection
skills Cover Letters Social Media criteria

21
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