
This CV Template is for you to use as a guide.  We have found from experience that it is the best format for prospective employers to read and made their selection for interview. If you have any queries, give us a call on 01933 225555
CURRICULUM VITAE
NAME
Address
Contact No.
Email address
Personal Profile:       10 lines about you – use descriptive words and think

how people who know and work with you would describe you.  Think about your strengths and weaknesses.

This is your opportunity to “sell” yourself so go for it!

Put here why you want the job and what you think you would bring to the company to which you are applying – this part can be tailored to each job application.
Qualifications:
Only highest qualification – no need for schools details 




or dates.   GCSEs etc. just subject and level i.e.





GCSE - 5 B’s English, Maths, Geography, History, Economics






   2 C’s RE and PE etc
Work Experience:

From-To
Company Name
      Job Title
Start with your most 



Recent position i.e

Oct 08 – Jun 09
AB C Company

 Office Administrator
.


Bullet point skills in which you are competent and which can be transferred to any job e.g.



· Machine minding
· Packing
· Picking
· Computer literate - Word, excel, Powerpoint
.
Usually put last 3 jobs covering a 5 year period going backwards so start with 2008 and end with 2003.
Interests and Hobbies:
People recruit in their own image so put your interests and hobbies – you never know, the employer might have the same interests and it is a common ground to start a discussion with you.

Availability for interview:
Put your availability here i.e. 24 hours notice or available immediately, depending upon your circumstances

Availability to start:
If you have to give one months notice put it here.

References:
Available on request – if the employer wants to offer you the position, he/she might then want to contact your current employer for a reference. Only give this information when you are sure that you have secured the position and have received a formal letter of offer.


