Name
Address

Telephone Numbers

Email address

Personal Profile
This is your opportunity to sell yourself! Include your strengths using positive words such as confident, enthusiastic, driven and ambitious etc. Depending on your experience, emphasise your previous employment whether it be a corporate company or a specific industry.
Education
Dates:

University attended: 

Subjects and grades:

Dates:

College attended: 

Subjects and grades:
Dates:

School attended: 

Subjects and grades:

Employment History
Dates:

Company Name:

Job title:

· Duties etc

· Etc

· Etc


Dates:

Company Name:

Job title:

· Duties etc

· Etc

· Etc

Dates:

Company Name:

Job title:

· Duties etc

· Etc

· Etc

Dates:

Company Name:

Job title:

· Duties etc

· Etc

· Etc

Key Skills

Other qualifications/key skills e.g. Pitmans, Lotus Notes

Add any in-house qualifications, first aid, training and development

Interests and Hobbies
List a few hobbies, what do you do at the weekends – keep this brief

Always keep your personal details to a minimum i.e. Caterham rather than your full address. Also you do not need to include birth date, NI number or a photo.





Highlight higher grades by placing these at the top and work down backwards





Always write about your most recent position first as this is the most relevant. Try to keep your bullet points brief and to the point – an employer will be looking for key words and this will ensure your CV is easy to read.





CHECK, DOUBLE CHECK AND TRIPLE CHECK YOUR SPELLING!!





Always keep your CV to two pages and condense irrelevant information or remove it completely – try to summarise.








