Alice Jones

		This document is intended for inspiration and guidance only. Tailor it to highlight your unique skills and experiences that align with the role you’re applying for – don’t copy directly. It is based on a fictional persona – any similarity to an actual person is coincidental and unintended.

 



  This resume (or CV) example is based off a template from the Job Jumpstart website.   
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Moree NSW 2400
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alicejones@example.com
TECHNICAL SKILLS
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· Microsoft Planner
· Microsoft Office
· Adobe Creative Suite
PROFESSIONAL DEVELOPMENT
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2-day course in writing for social media
Digital Marketing Institute, 2017

1-day intensive course in Microsoft Planner
Technology Training Centre, 2022
RELEVENT EXPERIENCE
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VOLUNTEER COORDINATOR 
Various |Mar 2020 – Present

I actively volunteer at my children’s school and for other community projects.

Achievements:
· Coordinated over 20 school and community events, including fundraisers, fun runs, and festivals, catering to audiences of 500+.
· Managed a team of 10+ volunteers, fostering teamwork and dedication to project goals. This increased volunteer retention by 40%.
· Boosted local school event attendance by 30%, through strategic social media campaigns and engaging community outreach. This has hugely enhanced community spirit and collaboration.
· Developed and managed content across multiple social media platforms, growing the school's online presence and engagement by 38%.
· Negotiated with local businesses to sponsor school events, increasing school resources by 25%. This has enabled the introduction of new and innovative educational programs and extracurricular activities.
LEAD EVENTS COORDINATOR
Moree Community Centre | Jan 2013 – Feb 2018

Oversaw the planning and execution of major community events, successfully managing both budgets and community engagement.

Achievements:
· Managed budgets for and coordinated key community events, including the Moree Annual Arts Festival, attracting 10,000+ attendees (21% increase on the previous year) and securing 20+ sponsorships.
· Streamlined the planning process for the annual city food festival by implementing a digital management system using Microsoft Planner. This reduced costs by 15% and improved the experience of vendors and attendees alike.
· Led a cross-functional team of three staff, generating an environment of creativity and efficiency that resulted in a 95% event satisfaction rate.
EDUCATION
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Bachelor of Business (Event and Hospitality Management)	
Charles Sturt University, 2012
PERSONAL SUMMARY
[image: ]

Energetic and community-focused professional returning to the workforce after a five-year career break to raise a family. My background in administration and event coordination has developed my leadership skills, organisational and communication skills. During my career break, I continued to be heavily involved in local community projects and school events, further honing my management and planning abilities. I am now eager to utilise these enhanced skills in a dynamic, professional environment. 
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Moree NSW 2400
REFEREES
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Available upon request.
RELATED INTERESTS
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PARK RUN CHARITY VOLUNTEER
Moree | Jan 2019 – Present

Organised and participated in weekly runs, enhancing project management and promotional skills, and reinforcing the importance of health and community welfare.

Achievements:
· Helped to increase attendance by 50% over time on average through promotions and social media activity.
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