Curriculum Vitae

Personal details

Name:

xxxxxxxxxxx
Address:
xxxxxxxxxxxx


Xxxxxxxxxxxx



Xxxxxxxxxxxx



Xxxx - xxxx

Tel No:
(xxxxx) xxxxxx
Email address:  (avoid having silly email addresses like studmuffin@hotmail.com)
Date of Birth: xx/xx/xxxx
Driving licence: Current, Clean and Own Car

Personal Profile

Use this space to give some information as to the type of person you are, what has driven you to your current career position and what makes you a good, hardworking, trustworthy employable person.  Keep this part brief and informative.
Education and training

This section should be used to give details on your education history.  Don’t forget to add where and when you gained the qualification!  It’s also important not to forget to add industry qualifications or membership here as these in some cases are more relevant than other main stream qualifications depending on the job you are applying for
References
You should write here details of referees that can be contacted to vouch for your history and character.  Referees would not generally be contacted before an offer of employment is made unless the employer states they may do so.  Some people tend to write referees available on request rather than give details of contacts.
Career History
Company Name

   
        
  
                          Jul 2008 - present

Job Title
Give a brief summary of your job role and then bullet point the main duties you have undertaken
· Make bullet points as they are clearer to understand and to the point

· Bullet points can often prevent you from writing lots of irrelevant information

· Don’t forget to add information like supervision of people and how many

· What did you learn in this job and how has it helped you
Company Name

   
        
  
                      Mar 2005 – Jul 2008
Job Title
Give a brief summary of your job role and then bullet point the main duties you have undertaken

· Make bullet points as they are clearer to understand and to the point

· Bullet points can often prevent you from writing lots of irrelevant information

· Don’t forget to add information like supervision of people and how many

· What did you learn in this job and how has it helped you
Company Name

             
  
                                 Sep 2002 – Mar 2005
Job Title
Give a brief summary of your job role and then bullet point the main duties you have undertaken

· Make bullet points as they are clearer to understand and to the point

· Bullet points can often prevent you from writing lots of irrelevant information

· Don’t forget to add information like supervision of people and how many

· What did you learn in this job and how has it helped you
Company Name       
        
  
                                                Aug 1999 – Sep 2002
Job Title
Give a brief summary of your job role and then bullet point the main duties you have undertaken

· Make bullet points as they are clearer to understand and to the point

· Bullet points can often prevent you from writing lots of irrelevant information

· Don’t forget to add information like supervision of people and how many

· What did you learn in this job and how has it helped you
Personal Interests
Write a little here about what your interests are outside of work, don’t worry too much about this part it just shows what sort of things you enjoy.  If you like travelling, eating out, socialising, cinema, walking dogs etc…  
