Illustrative example from luceria.careers: Hanna Delacroix-Mbeki (fictional). Every person, employer, date and figure is fictional. Replace all of it with your own, and delete this note.
Hanna Delacroix-Mbeki
Office Coordinator · administration, bookkeeping support and scheduling · returning after a planned career break
Cardiff · 07700 900 771 · hanna.delacroix-mbeki@example.com
Profile
Office administrator with six years as sole administrator of a fictional 35-person architecture practice, followed by a planned five-year break to care for two children (2021 to 2026). During the break: treasurer of a school parent-teacher association, secretary of a 40-plot community garden committee, and a bookkeeping certificate completed in 2025. Available four days a week from January 2027.
Experience
Treasurer (voluntary, elected) — Fictional Hillside Primary Parent-Teacher Association
September 2023 – present
Career break for full-time care of two children, September 2021 to present; this role and the one below were held alongside it, around four hours a week.
1. Keep the association's accounts in cloud accounting software, reconciling the bank monthly and running the money side of around 12 fundraising events a year; the 2025 independent examiner's review raised no queries.
1. Introduced an online payment link for the summer fair, which took around 60% of the takings in its first year and halved the cash counted at close.
1. Write a one-page money summary for the committee within a week of each event.
Secretary (voluntary) — Fictional Meadowbank Community Garden
March 2022 – present
1. Schedule and minute six committee meetings a year for a garden of 40 plots, circulating minutes within three days and keeping the plot register and waiting list current.
1. Coordinated the 2024 water-supply repair with the landowner's estates team and a contractor, keeping plot holders informed until the work finished.
Office Administrator — Fictional Arch and Line Architects (35 staff)
June 2015 – August 2021
Sole administrator for a 35-person practice, reporting to the practice manager.
1. Ran the diary and meeting rooms for 35 staff and around 20 client meetings a week, with the shared calendar as the single source of truth.
1. Processed around 90 supplier invoices and expense claims a month for the practice manager's approval, matching each to a purchase order before it went to the bookkeeper.
Education
Bookkeeping certificate (introductory level), fictional awarding body, 2025, studied online during the career break
Microsoft 365 refresher (self-paced online course), 2026
Availability
Four days a week from January 2027, flexible around school hours
Skills
Diary and meeting-room management for a 35-person office · Invoice and expense processing against purchase orders · Bookkeeping to certificate level; monthly bank reconciliation in cloud accounting software · Minute-taking and committee administration · Microsoft 365 (Outlook, Excel, Teams, SharePoint)

Why this example is written this way
The break is one line with dates, placed where the reader will look for it
A reader scanning the resume of a returning parent looks at the dates first. One factual line, 'career break for full-time care of two children, September 2021 to present', placed as context on the most recent entry, answers the question before it is asked. No apology and no detail about the children.
Evidence from the break is written with the same numbers as paid work
The treasurer and secretary roles are voluntary, but they involve accounts, events, minutes and other people's money; written with 12 events a year, a 40-plot register and an examiner's review that raised no queries, they show current practice in exactly the tasks an office coordinator does. Returning parents often undersell committee work because it was unpaid; this resume treats it as experience and labels it voluntary.
The pre-break role carries scale and systems, not a job description
Six years as sole administrator for a 35-person practice is the main professional evidence, but it ended in 2021, so every bullet carries volume (90 invoices a month, 20 client meetings a week). That gives an interviewer concrete questions about a role that is five years old and shows the level the applicant worked at.
Recent learning closes the software gap explicitly
An employer's main worry about a returner is whether the systems have moved on. The bookkeeping certificate and the Microsoft 365 refresher are dated and sit in education, and the cloud accounting work for the association is in a bullet, so the reader does not have to guess. Availability has its own short section because the advert will ask for it.
Bullet rewrites and the evidence behind them
Before: Career break to raise my family; also helped out at the school PTA.
Evidence question: What did you do for the association, how often, and was it checked?
Evidence (fictional): Treasurer since September 2023; accounts in cloud accounting software, bank reconciled monthly; around 12 fundraising events a year; the 2025 independent examiner's review raised no queries.
After: Keep the association's accounts in cloud accounting software as treasurer, reconciling the bank monthly and running the money side of around 12 fundraising events a year; the 2025 independent examiner's review raised no queries.
Before: Responsible for general administration at an architecture firm.
Evidence question: How many people, what did you own alone, and what volumes went through you?
Evidence (fictional): Sole administrator for 35 staff; diary and rooms for about 20 client meetings a week; around 90 supplier invoices and expense claims a month matched to purchase orders.
After: Ran the diary and meeting rooms for a 35-person practice with around 20 client meetings a week, and processed about 90 supplier invoices and expense claims a month against purchase orders.
Before: Secretary of a community garden group.
Evidence question: How many members, how many meetings, how fast did the minutes go out, and did you coordinate anything else?
Evidence (fictional): Garden of 40 plots; six committee meetings a year; minutes within three days; coordinated the 2024 water-supply repair with the landowner's estates team and a contractor.
After: Schedule and minute six committee meetings a year for a 40-plot community garden, circulating minutes within three days, and coordinated the 2024 water-supply repair with the landowner's estates team and a contractor.
Full explanation, transferable skills and occupation notes: https://luceria.careers/examples/returning-parent-resume-example
Edition 1.0, 2026-11-04.
