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Professional Profile
This should be 1-2 descriptive paragraphs outlining your background, strengths and key attributes.  Consider the personal qualities that your future employer may require.  Be professional and concise, and use appropriate grammar.  Ensure you can support examples later on in your CV.  This is your first and best opportunity to sell yourself.
Career Summary
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Starting with the most recent employer first, outline your main duties and key responsibilities in this role.  Try to avoid cliché phrases – make yourself stand out from others doing the same role.
Key Achievements
· List 3-7 key achievements you have made in this role 

· Demonstrate a variety of achievements – customer, operational, sales and financially based
· Include facts and figures (e.g. Reduced stock loss by 12% over 3 months, Audit result of 96% against a company average of 80%...)
· Keep your achievements relevant to the role you are applying for (e.g. a Retail Department Manager applying for a Food Department vacancy may include; ‘Achieved 80% of stores turnover against a company average of 57%’
· Include any awards or competitions won
Reason For Leaving
Justify any reasons for leaving, or unfilled gaps in your employment
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As above, list your main duties and key responsibilities in this role.  
Key Achievements
· As above, list the key achievements you have made in this role 

Reason For Leaving
As above, justify any reasons for leaving, or unfilled gaps in your employment
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As above, list your main duties and key responsibilities in this role.  
Key Achievements
· As above, list the key achievements you have made in this role 

Reason For Leaving
As above, justify any reasons for leaving, or unfilled gaps in your employment
Education 
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List first any qualifications relevant to the position you are applying for.
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Include subjects covered and grades achieved.

Professional Training
List any Professional Training courses you have attended.
References
List your last two business references.  If you don’t have two business references, you may use a personal reference.
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