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	Telephone:
	Home: 01794 123456
Mobile: 07880 654321



	Profile


N.B. All text in red should be deleted from your finished CV.
A short statement at the beginning of your CV to sell yourself – your skills, experience and personal qualities.

You could include positive words such as ‘competent’, ‘adaptable’, and ‘conscientious’. You should also tailor the statement to the requirements of each job that you apply for, so that you make it clear to the employer that you’re the right person for the job. Opinions vary about whether you should write in 1st or 3rd person, but JCP seems to prefer 3rd. If you write in 1st, avoid lots of sentences starting with ‘I’.
A very focused and diligent individual.....

	Achievements/Professional Experience


A list with simple headers and bullet points indicating your achievements and experience in areas relevant to you.  For example, listing different technologies you are competent in or detailed experience in a certain area, be sure to mention things you did in your last past jobs that could be relevant to ones you’re applying for.   A sample structure is provided below, cut and paste this section as many times as required: 

Relevant Skill Or Technology Title
· Has been working with xxxxxxx for over 8 years.
· Certified in xxxxxx in 2002.

· Trained colleagues on the correct usage of xxxxxxxx.
	Career History


Put your most recent role first and include dates. Employers will be more interested in what you have done recently. Don’t leave gaps between dates, because employers will want to know what you did during those periods. If you don’t have much work experience, you could include temporary, holiday, part time or voluntary jobs too. If you’ve had many different jobs, emphasise the skills and experience you have gained across those jobs (for example, skills in dealing with customers, or communication skills).  These entries should tie into your achievements and professional experience list above but should be general information each role and your responsibilities.  Again an example section has been provided for you cut & paste as many times as you require.

Some Company Ltd.
Some Role – March 2010 to June 2011
The sole person in my role responsible for supervising 10 colleagues in day to day tasks.  During this time I completed training in X, Y & Z and I was personally responsible for an £xxxxx cost saving per annum.
	Education


A list similar to the above career history list but of your education history, again starting with your most recent.  A couple of example layouts are provided for you alter or cut and paste as required:
Some College
Sept 2009 to June 2011 - BTEC National Diploma In Education (Distinction)

You may add some extra information about your course or diploma here if you wish.

Some School

Sept 2004 to June 2009 - GCSEs gained:

· Mathematics (C)

· English (B)

· Geography (A)
	Hobbies & Interests


Try to make these relevant to your application, and particularly include any voluntary activities. These could include helping with a kids’ football team or looking in on an elderly neighbour
