NOTES – Delete everything in red

Curriculum Vitae
Full Name
	Phone Number | Email Address	
Location

Personal Profile

A brief summary of your experience, key skills and career goals. Focus on what you can offer an employer and tailor this section to the role you are applying for.

Key Skills

List your top skills relevant to the role you are applying for. Tailor these for each application to match the job description.

[image: ]

- Skill 1
- Skill 2
- Skill 3
- Skill 4
- Skill 5
- Skill 6
- Skill 7
- Skill 8 
- Skill 9
- Skill 10


Work Experience

List your employment history in reverse chronological order, starting with your most recent role. Focus on achievements as well as responsibilities.

Explain any gaps in employment where appropriate.

Job Title 
Company Name 
Dates
· Responsibility / Achievement
· Responsibility / Achievement
· Responsibility / Achievement

Job Title 
Company Name 
Dates
· Responsibility / Achievement
· Responsibility / Achievement
· Responsibility / Achievement


Education

Include your relevant qualifications, starting with the most recent.

Qualification – Institution – Dates

Additional Information
Include any relevant certifications, training, languages or additional skills that support your application.

References
Do not give reference information on a CV, leave it “References upon Request”
image1.jpg
(g“' Howard James
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