List of things you might include in your
Resume Portfolio
(in approximate order)

Original Resume 

Birth Certificate

HSC, Preliminary HSC, and School Certificates

TAFE Certificates and / or transcripts

School Reports – most recent to oldest, for last 12 months of school

Recent Merit Awards and Certificates – neatly mounted on good quality white paper

Course Certificates – (First Aid, OH&S, RSA, Bronze medallion, TAFE etc) - neatly 

mounted on good quality white paper

Photocopy of licence

Competency Record Book (VET courses)

Evidence of Voluntary work

Work Experience Reports

Written references (from previous employers, family friends, sport coaches, teachers – anyone who knows you well and is prepared to say you are of good character. This should not be a parent unless you have done paid work for them.)
Employers are usually only interested in what you have achieved in the last couple of years – do not include older, inappropriate information in your resume portfolio. Keep it in a separate folder. The very nature of a resume is that is needs to be regularly updated, so documents will need to be updated too.
NEVER give the original documents to an employer – always provide photocopies. You may need to get a Justice of the Peace (JP) to witness that they are unaltered copies of the original documents.

Keep all originals together in a clear sleeve folder and take this with you to an interview to show the employer that you do have all the certificates and documents you claim you have on the resume.

Make sure your folder is plain in colour – black is best – with NO writing, liquid paper, stickers etc. Presentation is of utmost importance.

