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NAME

Address

Contact Numbers

e-mail address

PROFILE

Some people like to put a section in here, just one or two paragraphs, to summarise their skills/experience and the type of position they are looking for.

KEY SKILLS/ACHIEVEMENTS

This can be useful – just a few bullet points of your main achievements over the years, or the key skills you feel are relevant to the type of work you are looking for.

· …

· …

EDUCATION

List in REVERSE CHRONOLOGICAL ORDER your education/qualifications, e.g.

2003

Intermediate Food Hygiene Certificate

1985 – 1988
University of….



BSc in…

1983 – 1985
…6th Form College



‘A’ Levels: …

etc

EMPLOYMENT

Again, list all employment, in REVERSE CHRONOLOGICAL ORDER, starting with your current or last employment.

2000 – 2005 
Company X



Production Manager

· duty xyz

· achievement abc

· …

1998 – 2000
Company Y



Job Title

· …

· …

· …

etc

Make sure you list your main duties and ACHIEVEMENTS for each position, in bullet point form.

HOBBIES/INTERESTS

This can be either in bullet point form, or in one or two short sentences.  Employers like to see the whole person, rather than simply what they do at work. It gives them an insight into the candidate’s personality and whether they would fit in with the rest of the team.

REFERENCES

When sending your CV to an agency, it is useful to list 2 employment referees, and state whether they can be contacted before or after a job offer.

When applying directly to companies, it is sufficient to write “Available on request”.
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