Your Name
Put your Address here

Street Name and Number

Town

County

Postcode

Home Tel No

Mobile

Email Address

Marital Status

Nationality – (Visa status if required)

PERSONAL STATEMENT

Its aim is to highlight your main achievements, professional attributes and goals, summarising why someone should consider your application. 

EMPLOYMENT


Job Title - Company Name - Location
Dates of Employment
You should give your reader a brief introduction to what the company does. e.g. product, service, global turnover. 

Outline a description of your duties and responsibilities your role covered. 

Key Achievements:

· Provide a list of the key achievements. 

· Show evidence such as percentage increases or financial figures.

· Always keep examples relevant to the role you are applying for.

Job Title - Company Name - Location
Dates of Employment
For older jobs you should keep the details slightly shorter, only offering information that will help you reach the next stage in your career.
Key Achievements:

· Try to avoid cliché phrases that don’t differentiate you as a candidate.
· Avoid abbreviations that may not be known to your potential employers

· Always remember to get your CV checked by at least two people

KEY SKILLS

Technical Skills

· Provide a bullet point guide to the technical skills those you have been trained in. Demonstrate relevant technical knowledge required to succeed in the role

· Include computer software you have used and relevant training courses

· Microsoft Excel
Intermediate

Personal Skills

· Include some of your main attributes that are vital to the role

· Good communication and flexibility are qualities that all employers look for,

EDUCATION

· University Name, Location – Start – End Year, Course Title, Grade, Project Thesis
· College Name, Location – Start – End Year, Course Titles, Grades
· School Name, Location - Start – End Year, Grades
If you have gained any qualifications specific to your industry be sure to list these first. Employers can then clearly see that you have the knowledge and ability to take on the role. 

CERTIFICATES & MEMBERSHIPS

· Include any relevant professional qualifications here.

· Add any professional associations of which you are a member.

PERSONAL INTERESTS


List a few of your principle leisure activities. Outside interests enable a potential employer to gain an understanding to what motivates you and how you will integrate into the team.

REFERENCES

References are available on request. 

