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SECTION CONTENT                                                                                                                                                                                                                                       v1 

   PERSONAL DETAILS   First name, middle/other name and surname (with preferred name in brackets if relevant). 

 University student number and PMCV candidate number. 

 Residency status 

 Photo sized 40mm x 50mm, showing head and shoulders only, plain background, professional looking, can be smiling. 

   DRIVING QUALIFICATIONS 
 

 Driver’s licence circled. 

 International driver’s licence circled and dated (if relevant.) 

   CONTACT DETAILS   Home address, including street number, street name, suburb/city, state, postcode. 

 Phone number (xxxx xxx xxx).  Can use mobile for both home and mobile number.   

 Professional email address. 

   ENGLISH LANGUAGE SKILLS  Complete details if required for IELTS, OET, NZREX, PLAB 

   EDUCATION AND 
QUALIFICATIONS 
   SECONDARY EDUCATION 

 

 Qualifications listed in reverse chronological order (i.e. most recent degree first working backwards). 

 Start and end dates for each qualification (recommend including both month and year). 

 Full, correct title of qualification (including specialisation/major if applicable).  Title in bold is recommended.   

 Full, correct name of university/institution. 

 Location (suburb and state if in Australia, city and country if international). 

 Noteworthy achievements and experiences listed below using concise bullet point format (e.g. scholarships, academic awards, WAM average, study 
exchanges/tours, leadership roles, student societies). 

   CLINICAL PLACEMENT  Listed in reverse chronological order (i.e. current or most recent position first working backwards). 

 Start and end dates for each position (must include both month and year). 

 Full, correct name of the hospital. 

 Location (suburb and state if in Australia, city and country if international). 

 Number of days, weeks or hours. 

 Ward, rotation or specialty area. 

 Upcoming placements included.  Date formatted e.g. Month Year (Proposed). 

 Written in neutral language (i.e. no personal pronouns such as I, we, me). 

   EMPLOYMENT HISTORY 
   VOLUNTEERING HISTORY 

 Listed in reverse chronological order (i.e. current or most recent position first working backwards). 

 Start and end dates for each position (must include both month and year). 

 Full, correct name of the organisation. 

 Full, correct position title. Title in bold recommended. 

 Location (suburb and state if in Australia, city and country if international). 

 Written in neutral language (i.e. no personal pronouns such as I, we, me). 

 Bullet point statements focused on skills and results (opposed to tasks) – use the formula: Action verb + Problem/Situation + Result/Outcome for each. 

 Bullet points tailored to highlight experiences and skills that relate to the role and industry and ordered according to relevance. 

https://blogs.deakin.edu.au/deakintalent-resources/wp-content/uploads/sites/303/2018/03/Writing-an-Effective-Accomplishment-Statement.pdf
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SECTION (CONT’D) CONTENT 

   ACHEIVEMENTS AND 
AWARDS 

 Listed in reverse chronological order (i.e. current or most recent position first working backwards). 

 Start and end dates for each position (recommended both month and year). 

 Full and correct award name. Titles in bold recommended.   

 Bullet point briefly explaining what the award/achievement is (if relevant). 

   RESEARCH, PUBLICATIONS 
AND PRESENTATIONS 
 

 Listed in reverse chronological order (i.e. current or most recent position first working backwards). 

 Titles in bold recommended. 

 Start and end dates for each position (recommended both month and year). 

 Honours projects, publications and thesis included (if relevant). 

 Research projects are documented using academic referencing (if relevant). 

 Presentations, including those for course work included (if relevant.) 

   LEADERSHIP ROLES AND 
EXTRA-CURRICULAR 
ACHIEVEMENTS 

 Listed in reverse chronological order (i.e. current or most recent position first working backwards) OR divide into subheadings such as ‘Leadership 

Positions’, ‘Mentoring’, ‘Conferences’, ‘Professional Memberships’, ‘Professional Development’, ‘Extracurricular’, etc.  Titles in bold recommended. 

 Start and end dates for each position (recommended both month and year). 

 Full and correct professional body name, membership type and dates for all professional memberships. 

 Full and correct title and organisation names for all courses and certifications.   

 Written in neutral language (i.e. no personal pronouns such as I, we, me). 

 Bullet point statements focused on skills and results (opposed to tasks) – use the formula: Action verb + Problem/Situation + Result/Outcome for each. 

 Bullet points tailored to highlight experiences and skills that relate to the role and industry and ordered according to relevance. 

   PERSONAL INTERESTS  Interests included are explained to highlight relevant skills and experiences, e.g. work/life balance, ongoing commitment to the community, cultural 
awareness, etc.   

 Formatted to ensure each experience stands out (bold, dot points, etc.). 

 Can be written in a more personal tone using more informal language. Personal pronouns (e.g. I, we, me) can be used. 

   NON-CLINICAL REFEREES (IF 
APPLICABLE) 

 First name and surname. 

 Relationship to you.  

 Dates indicating the period of your relationship. 

 Phone number (landline: xx xxxx xxxx OR mobile: xxxx xxx xxx). 

 Email address. 
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LANGUAGE | PRESENTATION AND FORMATTING  

LANGUAGE 

 Spelling and grammar is accurate throughout the document. Ensure specific attention to correct capitalisation. (Recommend consistent use of UK opposed to US English). 

 Content can be easily read and understood on fast review. Sentences are short and use plain English. 

 Abbreviations and acronyms are only used when necessary and defined in the first instance before being used throughout. 
 

PRESENTATION AND FORMATTING 

 Bullet points are used and no lengthy paragraphs are included. 

 Graphics, tables, photos, borders, colour, icons, borders, banners SHOULD NOT BE INCLUDED. 

 Content is balanced and avoids excessive white space or cramming. 

 Font: 

 Font style is easy to read (e.g. Calibri recommended). 

 Font style is consistent throughout. 

 Font size is consistent throughout (10-11 for content). 

 Highlighting is consistent throughout  (e.g. use of capitalisation, bold, italics, underline). 

 Alignment: 

 Margin width is consistent. 

 Spacing and alignment is consistent throughout (e.g. spacing between sections, headings, dates). 

 Bullet point style and alignment is consistent throughout. 

 A professional file name is used. (Recommend ‘First name Surname Resume.pdf’). 

Disclaimer: 
The RESUME CHECKLIST FOR APPLICATIONS (MEDICINE) and subsequent resume and application feedback (the Services) are provided by Deakin as guidance for job applicants only. Use of 
the Services not guarantee applicants will receive an interview or employment. The DeakinTALENT Resume Checklist for Job Applications has been endorsed by Deakin’s Graduate 
Employment Advisory Board. This Board consists of representatives from organisations that offer internships to Deakin students and recruit Deakin graduates. By using the Services, you 
acknowledge and agree that: 

1. Deakin has no control over the decisions of employers regarding whether you are interviewed or hired based on this application.  
2. To the extent permitted by law, Deakin makes no express or implied warranty with respect to the Services, its outcomes or your use of the Services.  

 
 
 


