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• Your referees should know you well enough  
to support you in your job applications.

• List your referees’ names, positions, places 
of work or their relationship to you, email 
addresses and telephone numbers on your CV 
and/or application form.

• Generally, do not attach written references 
to your application unless the employer has 
specifically asked for them. However, you can 
attach one written reference if you think that 
will ‘add value’ to your application. Draw the 
employer’s attention to it in your cover letter. 

• Always obtain your referees’ consent before 
giving their name and contact details. Offer 
your referees a copy of your CV and discuss it 



www.canterbury.ac.nz/careers


https://online.goinglobal.com/
www.goinglobal.com
www.canterbury.ac.nz/careers
http://www.linkedin.com
http://www.eresumes.com
http://www.canterbury.ac.nz
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 WILLIAM JORDAN
28 Clyde Road, Christchurch 8140

(03) 364 1234 or 021 234 5678 
william.jordan@gmail.com | www.linkedin.com/in/willjordan12

EDUCATION AND QUALIFICATIONS
2018 –  University of Canterbury Bachelor of Commerce, majoring  

in Management
2013 – 17 Lakeside College NCEA Levels 1, 2 & 3 endorsed with 

excellence. Year 13 Subjects: Maths, 
English, Economics, Geography  
and Japanese

KEY SKILLS / COMPETENCIES

Interpersonal Skills
• Working at Coffee Culture and McDonalds developed excellent customer 

mailto:william.jordan@gmail.com
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H  Order the sections according to what 
you think will interest the employer 
most. Mention positions of responsibility, 
awards and scholarships. Include school 
achievements if relatively recent.

I  Consider your ‘points of difference’ – what 
makes you stand out from others? 

J  Consider separating your most relevant 
work experience into a ‘Relevant Work 
Experience’ section. Then have an 
‘Additional Work Experience’.

K  List your most recent position first and 
work backwards.

M  You can group jobs together if you don’t 
think they are particularly relevant to your 
application.

Give enough details about your interests 
to give an employer a clear idea of your 
level of involvement.

O  Employers usually ask for the names and 
contact details for two or three referees. 
Make sure these referees know you well to 
support you in your application. Always 
get your referees’ consent first, give 
them a copy of your CV and the position 
description and discuss it with them.

 Don’t include written references with your 
CV unless the employer has asked for 
them.

 

L  Your description of tasks & duties 
should be brief and clear. Highlight the 
transferable skills and attributes you have 
developed. 

N

RELEVANT ACADEMIC PROJECTS
2019 Group research design and statistical analysis – reviewed New Zealand’s 

retail industry performance and researched trends to inform management 
decision making within sector. 

• Case study – completed literature review and summarised key improvements 
the identified company could implement to achieve sustainable development 
targets. 

• 
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Josie Peterson
Term address:  1/14 Ely Street, Christchurch Tel: (03) 365-6421
Home address:  18 Hill Street, Richmond, Nelson Tel: (03) 544-2132  

(9 June – 14 July)
Email: josie.j.fields@xtra.co.nz
Mobile phone: 021 123 123
LinkedIn:  www.linkedin.com/in/josiepeterson12

Career Objective
 To develop a career within and contribute to commercial law, 

drawing upon technologies to enhance how a world-class law firm 
supports businesses and the economy.

Education
2016 – Current  University of Canterbury, Christchurch
 Completing LLB and BA in December 2020
 Major subjects: Law and Japanese

2011 – 2015 Waimea College, Auckland
 NCEA Levels 1, 2 and 3 endorsed with excellence

Achievements
2019 Finalist in the Smith & Ryan Client Interviewing Competition.
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In addition to the general information on writing 
an effective CV, UC Careers would recommend 
the following information for a teaching CV. 
Remember, variations may occur depending on 
your area of teaching:

General tips
• Make sure you target your CV to the position 

description and person specification. If in 
doubt contact your prospective employer 
directly and ask if they have any particular 
requirements. 

• Read your prospective employer’s newsletter, 
website and ERO report. Ask your lecturers 
about their knowledge of schools you are 
applying to. Talk to classmates who have had 
teaching placements there. These are all ideal 
ways to inform your job application process 
and understand the community that your 
prospective employer is part of.  

• Some prospective employers will accept 
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Curriculum areas & strengths
• Give examples of your knowledge, experience 

and strengths in different curriculum areas.

• Make sure your classroom management and 
organisation skills are addressed. 

• List any other relevant strengths / skills and 
how they will benefit your teaching in the 
positions are you applying for. Highlight 
attributes such as being responsible, honest, 
resilient, able to embrace diversity and use 
your initiative. 

Teaching philosophy 
• Your teaching philosophy needs to summarise 

what you believe about teaching and learning, 
based on your understanding of various 
theories, models, approaches and classroom 
experience. It needs to 
[(organi)rehlecniit yoplanne and 

• 

https://teachingcouncil.nz/content/graduating-teacher-standards
https://teachingcouncil.nz/content/graduating-teacher-standards
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Achievement Skills
accomplished
achieved
awarded
commended
established
expanded
implemented
improved
increased
initiated
overcame
procured
produced
received
secured
set up
succeeded

Clerical or Detail 
Skills
approved
arranged
catalogued
checked
classified
collated
collected
compiled
corrected
detailed
dispatched
distributed
documented
enforced
executed
expanded
filed
generated
implemented
inspected
located
managed
monitored
operated
ordered
organised
placed
prepared
processed
purchased
reconciled
recorded
reduced
reported
retrieved
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