Curriculum Vitae
Name

Address 1, Address 2, Address 3, Post Code

Home Telephone:                         Mobile Telephone:

Email Address: your name or something sensible@.......
Personal Profile

A brief business-like description of you….Don’t make things up and only put traits/qualities that you could back-up and give evidence of at interview.
Key Skills

Bullet point generic skills, see examples below (quantify/qualify if possible)
· Fast accurate typing speed (58 wpm)
· 2 years’ experience in customer service and administration

· Professional user of MS Office ( advanced Word and Excel, Intermediate PowerPoint and Access) and Outlook
Employment History starting with most recent
Company Name 






   ‘month year to month year’
A brief description of what the company did (unless well known of course) and how many people worked there

Job Title

Details of role, bullet point the key tasks see examples below:
ABD Supplies Ltd, Chatham






May 08 to date
ABD import and distribute building products to plumbers’ merchants and DIY retail outlets.  They employ about 50 staff including warehouse and driving personnel at their site in Chatham.
Customer relations officer.

Working in a team of ten reporting to a team leader. Alternating early and late shifts and some weekend working

· Telephone based customer service and order taking
· Liaising with despatch department to check order progress
· Updating customer information on system

· Cross-selling/up-selling and promoting special offers

· Working to daily, weekly, monthly and quarterly targets and deadlines
Education

University Name





- ‘month year to month year’

· Course studied with description of course and modules studied/project work etc
Secondary School Name




- ‘month year to month year’

· Detail A levels, AS levels & GCSEs

Other Training

The dates and name of training/course and any qualifications gained and if work-based training etc.
Sept 2008 Pitman Training College: Introduction to MS Outlook (at ABD Supplies) 
June 2007 St John Ambulance:  Basic First Aid (voluntary)
Personal Details
Date of birth:  dd month yyyy (you don’t have to include this)

Nationality:

Driving license, etc if you wish to include this.

Interests

Brief details of interests and hobbies (i.e. swimming, football, etc) especially if relevant to the work sought.  Do not include things that might be construed as interfering with work.  Likewise, do not list so many that it would be difficult to attend work let alone have the energy to actually do something while there!
Remember that ‘Socialising with friends’ is neither an interest nor a hobby and unlikely to impress.
References:
Available on request

