[image: image1.png]




 MACROBUTTON  DoFieldClick [Your Name] 
[image: image2.png]the people @




(:

 MACROBUTTON  DoFieldClick [Address Line 1] 


 MACROBUTTON  DoFieldClick [Address Line 2] 


 MACROBUTTON  DoFieldClick [Town] 


 MACROBUTTON  DoFieldClick [County] 


 MACROBUTTON  DoFieldClick [Postcode] 
DOB:
 MACROBUTTON  DoFieldClick [DD/Month/YYYY] 
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 in your CV.  This is your first and best opportunity to sell yourself.

Key Skills
· Include key skills that you use regularly within your current role
· Show that you have the relevant knowledge and skills to be successful in this position
· Include industry recognised skills (e.g. C#, SQL, .net)
· Include some of your personal skills to show your personality.  
Career Summary
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Outline your main duties in this role.  Try to avoid cliché phrases or basic tasks – make yourself stand out from others doing the same role.
Mention any achievements you have obtained (e.g. A Customer Service Advisor may mention ‘100% mystery shop results’, or ‘Awarded for Outstanding Customer Service’)
Reason for Leaving: 
Justify any reasons for leaving, or unfilled gaps in your employment
 MACROBUTTON  DoFieldClick [Date From MM/YY]  to  MACROBUTTON  DoFieldClick [Date To MM/YY]    

 MACROBUTTON  DoFieldClick [Title] 
 MACROBUTTON  DoFieldClick [Company Name]  
 MACROBUTTON  DoFieldClick [Location] 
As above, list your main duties and key responsibilities 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.  
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.

 MACROBUTTON  DoFieldClick [Date From MM/YY]  to  MACROBUTTON  DoFieldClick [Date To MM/YY]    

 MACROBUTTON  DoFieldClick [School Name] -  MACROBUTTON  DoFieldClick [Location] 
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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