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Higher School Certificate — 1986
e FouCATIoN (Aggregate: 402)
Wesley College

i - 1989
chelor of Business . .
(Bl\iajor' Accounting, graduated with credit)

Melbourne University

jor i ics
Bachelor of Business: Major in Ec;)nom|
Fudan University, Shanghai — 199!

CA-1992
PROFESSIONAL CPA - 1994
QUALIFICATIONS

nt with:
LS Conversal
o COMPUTER SKIL o Excel

e Symphony

e MS Access

* \Word

itten

Japanese — Fluent spoken and writte

LANGUAGES | |
i larly jazz
6 ERESTS \Water sports and music, particularly j
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Recruitment Consu . y
CURRENT POSITION Michael Page International Australia Pty L

RRENT SALARY $70,000 Package
CU

© rosmon

o RESPONSIBILITIES

ACHIEVEMENTS

FEBRUARY 1990 to
SEPTEMBER 1993

COMPANY DESCRIPTION

POSITION

RESPONSIBILITIES

ACHIEVEMENTS

OCTOBER 1993 to PRESENT

0 COMPANY DESCRIPT, ION

JOHN SMITH
CAREER HISTORY

MICHAEL PAGE INTERNATIONAL (MPI) AUSTRALIA PTY LTD

Michael Page International Pty Ltd

is a $500m turnover recruitment
Australia, Asia, the UK, Europe an

consultancy with offices in
d the Americas,

Recruitment Manager (promoted from Recruitment Consultant)

* Managing a team of SiX recruiters,
o Developing consultants skills.

blue chips and increased market share by 17% in 2003.
* Offering a business—to—business service based on providing recruitmey
best possible match between a candidate and client. This covers botf
ent.

Nt solutions to ensure the
h the technical abilities of the

candidate and those required by the cli

* Assessing candidate’s abilties ay
* Initiating a plan of action (g
* Maintaining constant contact to ensure service levels are maximised.

* Developing existing client relationships via regular calls, client events and provision of information

such as salary surveys etc,

® Face-to-face meetings to gain a better understanding of the clients’ workplaces and promote

Michael Page.

Nd personality using behavioural-

based interview techniques.
Pecific jobs, clients etc.)

companies, sole traders and Partnerships.

Audit Manager (promoted from Traineg)

® Planning, controiiing and reviewing aud
prior to pariner review,

* Planning

it and related 1ax work on three public company clients,

nd completing accounts, audit

industries such as manufacturing, reiail ang agriculture,

* Involvement in dye diligence wori prior to ar

¢ Considerabie involvement in
Manager level,

* Direct supervision of up to

® Full client liaison, including

and taxation work on a variety of private groups in
¥ acquisition by a public

company client,
the recruitment of graduates intc the fi

'm whilst at Assistant

@ight members of staff.
biling and cash collection.

lect

* Achieved performance rating of beyond expectations consistently over a two year period.
* Sel

ed amongst ppeers to travel to Malaysia for the Shell Sarbanes Oxley compliance audit,

PREPARE A
WINNING RESUME

We have enclosed some advice
on preparing for your next
career move.

Covering letter

It is a good idea to include a
covering letter. Be brief and to
the point, clearly stating why
you would be a good fit for
the position.

Be positive

Use positive action words and
phrases in your covering letter.
Include achievements for each
of your positions, and don't be
afraid to list them proudly!

Accuracy and content |
Spelling mistakes, grammatical
errors and incorrect dates create
a bad impression — double-
check to ensure you have 100%
accuracy. Keep your resume
brief — ideally to three pages,
maximum of four.



