Curriculum Vitae
Name: Your Name
Address: House Number

                 Road

                 Area

                 City/Town

                 County 

                 Post Code 

Telephone: Your Number

Email: Your Address
Professional Summary: 

Use this area to write a paragraph about yourself. Try to be honest and avoid too many clichés; the person reading this sees lots of “is a team player” and “is a hard worker”.  Be as positive about yourself as you can, the experience you have and the industry you’re in. If you’re a school leaver, talk about your aspirations and transferable skills from work experience/placements and education. If you have an established career, talk about how long you’ve been in your industry for. This is a professional summary so don’t be too personal and try to talk about the skills you have that would make you a strong potential employee.
Educational Qualifications: 

· Use this area to bullet point the qualifications you received at School, College or University. You might want to delete this section if your qualifications are completely unrelated to the job you’re applying for but just in-case it could be good to list them for certain employers.

· If the job description states that certain academic qualifications are required then it is a must that you complete this section as fully as possible. 

Professional Qualifications: 

· Use this area to bullet point the qualifications you have achieved whilst in work, those that relate to your industry and those that could support you in your next job, the more the better. 
· Ensure you include dates so that any training that expires can be seen by your potential employer.

· For example:

· 4 Day First Aid Course, St Johns Ambulance. 04.10.2010

(second page – this helps break up your CV into its important parts of; introduction, employment and summary) 

Career History
Your Most Recent Employer: 
Company – Job Title – Dates From and To
Use sentences and describe your job role as best as possible. Describe the function of your role and the organisation within which it was based. Sometimes a minor role in a major organisation could speak as much volume as a major role in a minor organisation. You don’t have to state your wage; this could inhibit your potential employer from making you a job offer or could encourage a potential employer to make you a lower salary offer. Try to avoid any negative remarks about your last employer if you left on bad terms. Try to express the positive skills and experiences you learned whilst working here. 

Career Highlights 
· Bullet point the main roles and responsibilities of your position 
· It can sometimes be positive to bullet point a few achievements you have made with this Employer
· You can often steer a potential interviewer to ask you about these achievements when you get an interview
· It helps to bring up subjects which you feel confident in talking about and which emphasise your success with your last employer
· You only need to have 4 or 5 of these to ensure  that your CV doesn’t take up pages and pages
Previous Employer  
Company – Job Title – Dates From and To
Use sentences and describe your job role as best as possible. Describe the function of your role and the organisation within which it was based. Sometimes a minor role in a major organisation could speak as much volume as a major role in a minor organisation. You don’t have to state your wage; this could inhibit your potential employer from making you a job offer or could encourage a potential employer to make you a lower salary offer. Try to avoid any negative remarks about your last employer if you left on bad terms. Try to express the positive skills and experiences you learned whilst working here. 


Career Highlights 
· Bullet point the main roles and responsibilities of your position 
· It can sometimes be positive to bullet point a few achievements you have made with this Employer
· You can often steer a potential interviewer to ask you about these achievements when you get an interview
· It helps to bring up subjects which you feel confident in talking about and which emphasise your success with your last employer
· You only need to have 4 or 5 of these to ensure  that your CV doesn’t take up pages and pages
(Last page – this helps break up your CV into its important parts of; introduction, employment and summary. You might have 2 or 3 pages between this last page and your first page) 

Personal Summary

Use this section to describe (very briefly) your aims and your capabilities. You can add in a little more personal detail and talk about your interests. Not all, but some employers are interested in finding out a little more about you as a person at this stage. You can confirm your potential to relocate, commute and work antisocial hours or other key attributes which may make you suitable for a potential job. 

