[Your first and last name]
[Town or suburb]  |  [Mobile number]  |  [Email address with your name in it]
Personal statement
[Year 12 student at School name / Recent school leaver] looking for [a part-time job in retail / an apprenticeship in carpentry / holiday work]. I'm [two strengths, e.g. reliable and good with people], and [one real example that shows it, e.g. I've trained with my club four mornings a week for two years].
Key skills
1. [Skill from the job ad, e.g. Customer service] – [a real example that proves it]
1. [Skill, e.g. Reliability] – [example, e.g. I haven't missed a training session all season]
1. [Skill, e.g. Teamwork] – [example]
1. [Skill, e.g. Handling money] – [example]
Experience
[Paid or unpaid, most recent first. Volunteering, sport, caring for family, babysitting, side jobs and school roles all count.]
[Role, e.g. Volunteer / Babysitter / Team captain / Own lawn-mowing business] – [where, or who for]  ([month year] – [month year, or now])
1. [What you did – start with an action word: organised, served, looked after, trained, fixed, sold]
1. [A detail that proves it: how many, how often, for how long, or what changed]
[Role] – [where, or who for]  ([month year] – [month year, or now])
1. [What you did]
1. [A detail that proves it]
Education
[School name], [town]  ([year you started] – [year you finish or finished])
1. NCEA Level [1/2/3] [achieved / working towards][, with Merit or Excellence endorsement if you have one]
1. Subjects: [the ones that relate to the job]
1. [Awards, leadership roles, Gateway, Trades Academy, school production – delete if none]
Certificates and licences
1. [e.g. First aid certificate (year) – delete this section if you have none]
1. [e.g. Restricted driver licence]
Interests
[Optional. One or two that show a skill, e.g. Play bass in the school jazz band – we rehearse twice a week. Leave out things like watching TV or going out with friends.]
Referees
[Name], [their role, e.g. coach, teacher, manager or youth leader]  |  [phone]  |  [email]
[Name], [their role]  |  [phone]  |  [email]
[Ask each person first, and don't use family. If the job ad doesn't ask for referees, you can write: Referees available on request.]
