
NAME
Personal Details

	Home Address
	

	Date of Birth
	

	Nationality
	

	Driving Licence
	

	Home Telephone
	

	Private E-Mail
	

	Mobile
	

	Security Clearance
	

	Family Status
	


Profile and Achievement Highlights
In bullet points, list your achievements, e.g…..
· Bullet point: saved my department xxxx by re-structuring etc
· Bullet point: improved efficiency in process xxx by x% with a combination of x and y
· Bullet point: managed a team of xxx staff
· Bullet point

· Bullet point

· Bullet point

Career History
	Job #1
	Company Name and Dates

	What does Company xxx do?

Description of what the company does, this sets the scene and answers many questions about suitability

	Brief paragraphs on responsibilities and key achievements


	Job #2
	Company Name and Dates

	What does Company xxx do?

Description of what the company does, this sets the scene and answers many questions about suitability


	Brief paragraphs on responsibilities and key achievements



	Job #3
	Company Name and Dates

	What does Company xxx do?

Description of what the company does, this sets the scene and answers many questions about suitability


	Brief paragraphs on responsibilities and key achievements



	Job #4
	Company Name and Dates

	What does Company xxx do?

Description of what the company does, this sets the scene and answers many questions about suitability


	Brief paragraphs on responsibilities and key achievements




Education and Training

	Specific Training
	Replace the word specific with whatever the job is about, for example if the job is about Marketing, put Marketing Training and list those courses or educational achievements relevant to the role you are applying for.

	
	

	Education 
	List relevant educational achievements here. If applying for your first job add your school qualifications but if not, try to include more relevant educational achievements. 


Professional Memberships and Qualifications
List what professional organisation you are a part of here. Try not to just list all of your hobbies as recruiters want to see things that are relevant to them ideally. External activities/interests can however provide an opportunity for discussion and act as an ice breaker in an interview.
Try and keep it to 2/3 A4 pages.
NAME
Page 2 of 2

