curriculum vitae


Name goes here

Address and postcode goes here  

Tel:  0123 456789

Mobile:
 0777 777 7777 

(Email) email address here 

Personal statement
A two or three line summary of how your key skills and experience match the job in hand. A two or three line summary of how your key skills and experience match the job in hand. A two or three line summary of how your key skills and experience match the job in hand. A two or three line summary.

Employment history

Company name








Dates from – Dates to
Job title

A brief description of what your most recent position is all about goes here. A brief description of what your most recent position is all about goes here A brief description of what your most recent position is all about goes here A brief description of what your most recent position is all about goes here A brief description of what your most recent position is all about goes here.

Responsibilities

· A bullet list of key responsibilities works well and is to read

· A bullet list of key responsibilities works well and is to read

· A bullet list of key responsibilities works well and is to read. A bullet list of key responsibilities works well and is to read A bullet list of key responsibilities works well and is to read

· A bullet list of key responsibilities works well and is to read A bullet list of key responsibilities works well and is to read

· A bullet list of key responsibilities works well and is to read A bullet list of key responsibilities works well and is to read

· A bullet list of key responsibilities works well and is to read

Key Achievements

· Similarly a list of the achievements in that job serves to highlight your skills and experience in action. Similarly a list of the achievements in that job serves to highlight your skills and experience in action

· Similarly a list of the achievements in that job serves to highlight your skills and experience in action

· Similarly a list of the achievements in that job serves to highlight your skills and experience in action

Company name








Dates from – Dates to

Job title

Repeat as above for however many jobs you wish to include 

Responsibilities

· As before, a bullet list of key responsibilities works well and is to read

· etc

Key Achievements

· As before, a bullet list of key achievements 

· etc 

Company name (For companies where you have had several positions)
Job Title








Dates from – Dates to

Job Title








Dates from – Dates to
Job Title








Dates from – Dates to

Summary of your career in that organisation goes here. Summary of your career in that organisation goes here. Summary of your career in that organisation goes here. Summary of your career in that organisation goes here. Summary of your career in that organisation goes here.
Responsibilities & Achievements

· Similar to before but condensed into one section.

· Similar to before but condensed into one section. Similar to before but condensed into one section. Similar to before but condensed into one section.

· Similar to before but condensed into one section. Similar to before but condensed into one section. Similar to before but condensed into one section. Similar to before but condensed into one section.

Other (minimal detail for older less relevant jobs held)
Job Title 


Company name




Dates from – Dates to
Summary of your career in that organisation goes here. Summary of your career in that organisation goes here. Summary of your career in that organisation goes here. Summary of your career in that organisation goes here. Summary of your career in that organisation goes here.

Job Title 


Company name




Dates from – Dates to
Summary of your career in that organisation goes here. Summary of your career in that organisation goes here. Summary of your career in that organisation goes here. Summary of your career in that organisation goes here. Summary of your career in that organisation goes here.

Education & training

Educational establishment

Course title



Dates from – Dates to
Educational establishment

Course title



Dates from – Dates to
Educational establishment

Course title



Dates from – Dates to
Educational establishment

Course title



Dates from – Dates to

List other business training – e.g. presentation skills, financial management, negotiation skills etc

Interests

· Keep concise

· Don’t exaggerate, only list activities you are currently active in

· You do not have to list any

References

· List current employer and previous employer

· List personal one if you wish

· Referees will not be contacted prior to any offer being made
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