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CURRICULUM VITAE

	CANDIDATE NAME:
	

	DETAILS:
	(address, tel nos. email address etc.)


PROFILE

(for example:  A confident, hardworking individual with good experience in customer service, administration procedures and accounts.  Good communication skills and ability to work well with others and interact with people on all levels. etc. etc.-  SELL YOURSELF!)
EMPLOYMENT HISTORY:

	COMPANY:
	
	DATES:
	

	LOCATION:
	

	POSITION:


	

	· (add bullet-pointed list of duties undertaken such as:)
· Dealing with the public with courtesy and professionalism

· Word processing correspondence and reports

· Filing, photocopying and faxing

· Preparing invoices

· Dealing with incoming and outgoing post 

· Accurately entering details in ledgers

	

	Reason for leaving:
	(brief, to the point reasons such as “Career advancement”or “Redundancy” or “Relocation”)


	COMPANY:
	
	DATES:
	

	LOCATION:
	

	POSITION:


	

	· 

	

	Reason for leaving:
	


	COMPANY:
	
	DATES: 
	

	LOCATION:
	

	POSITION:


	

	· 

	

	Reason for leaving:
	


	COMPANY:
	
	DATES:
	

	LOCATION:
	

	POSITION:


	

	· 

	

	Reason for leaving:
	


IT & ADDITIONAL QUALIFICATIONS:

	Computer Packages:

	

	Courses Taken:

	


EDUCATION:

	NAME:


	(most recently attended college, university or school first)
	DATES:
	

	QUALIFICATIONS:
	


	NAME:


	
	DATES:
	

	QUALIFICATIONS:
	


	NAME:


	(secondary education)
	DATES:
	

	QUALIFICATIONS:
	(GCSEs or O Levels etc.)


PERSONAL DETAILS:

	Residential Location:
	

	Date of Birth:
	

	Mode of Transport:
	(public transport or own transport etc.)

	Availability Information:
	(4 weeks notice or 1 week or immediately etc.)


Try to keep to 2 pages maximum and do not refer to yourself as “I” or “my” etc. Use “an individual who”  or “Responsibilities included ………………………..”

