 Full Name
PROFILE

This is where you can list what sort of professional you are and how much experience you have.  You can also give the reader of your CV an overview of the skills you have gained over the years that are relevant to the role you are applying for. 

Try to stick to a 2 or 3 page CV (it will keep the reader interested)
KEY SKILLS

· .........This can be anything that is pertinent to the role 
· .........you are applying for but also shows what your 
· .........capabilities are and highlights them to an employer
POSITION HELD





From – Present
COMPANY NAME
RESPONSIBILITES AND DUTIES

· List your day to day duties with the most relevant to the job you are applying for first
· Ensure you avoid one word bullet points
· Think about what you have done in a past role that is needed in the role you are 
applying for
· .....
· .....
· .....
· .....
ACHIEVEMENTS

· Add your biggest successes in your current/last role
· If possible, make it relevant to the job you are applying for
· .....
POSITION HELD





From – To

COMPANY NAME

RESPONSIBILITES AND DUTIES

· .....
· .....
· .....
· .....
· .....
· .....
· .....
· .....
ACHIEVEMENTS

· .....
· .....
· .....
POSITION HELD





From – To

COMPANY NAME

RESPONSIBILITES AND DUTIES

· .....
· .....
· .....
· .....
· .....
· .....
· .....
· .....
ACHIEVEMENTS

· .....
· .....
· .....
TRAINING AND QUALIFICATIONS

Education 

From – To  
College/Uni
From – To  
Secondary School

Qualifications

GCSE (or equivalent) (A-C Passes)

Maths, English Language, English Literature, Dual Science, Geography, Information Technology

GNVQ

Advanced Business Studies – Merit Level
PERSONAL DETAILS

Address

(or location of residence)

Telephone

Mobile
Telephone number
Landline
Email address

(Try to avoid unprofessional ones)
Date of Birth

(not a requirement to add anymore-individual preference)
Nationality

British
Driving Licence
Full/Clean
REFERENCES

Contact Name – Title



Contact Name – Title

Company Name



Company Name

Location




Location
Telephone (avoid mobiles)


Telephone (avoid mobiles)

Email address (avoid personal ones)

Email address (avoid personal ones)
