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_______________________________
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This is to maximise your CV being found by job title
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This is to maximise your CV being found by location

PERSONAL 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.

Use Keywords to maximize the opportunity for your CV to appear in an employers’ search. E.g.  A Retail Manager may write; Experienced Retail Store Manager with first class communication and management skills, seeking a Store Manager role within a fast-paced Fashion Retail organisation…

KEY SKILLS 

· Show that you have the relevant skills necessary to be successful in the role

· Include industry recognised skills (e.g. a Computer Programmer would list; C#, SQL, .net, A Sales Executive may say ‘Spin Selling’, a Retail Manager may say ‘Performance Management’)
· Include some of your personal skills to show your personality.  

CAREER SUMMARY
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Briefly outline your main duties and key responsibilities in this role.

Again, remember Keywords will improve the chances of your CV coming up in a search. (E.g. A Media Sales Executive may use the keywords; Sales, Business Development, Account Manager, Advertising, B2B, Business to Business and so on…)  Incorporate as many keywords as you can into a sentence to create interest.

Key Achievements

· Create 3-7 key professional achievements (list most impressive ones first)
· Demonstrate a variety of achievements – customer, operational, sales and financially based
· Include, where possible, figures and percentages to back up your achievements (e.g. Achieved 120% of target, Obtained 2nd place of a team of 50 sales executives)

· Include any awards or competitions won
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As above, briefly outline your main duties and key responsibilities in this role.

Key Achievements


As above, list your key achievements in this role
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, including the dates.
REFERENCES

Ideally your last two business references. If you don’t have two business references, you may use a personal reference.

PERSONAL DETAILS
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