Forename Surname
Phone: xxxxxxxxxxxx | Email: xxxxxxxxxxxxx

Personal Profile
Key Skills

· Add 6-8 relevant skills

· Xxxx

· Xxxxx

· Xxxxxx

· Xxxxxx

· Xxxxxxxxx

Employment History

Role

Company, Location 
mmm yyyy - Present

· Detail all your responsibilities and showcase as much of your skills and knowledge as possible

· Use professional language and show how your duties impact the business where possible 

· Give lots of detail in recent roles and less in older roles as you go down the CV

· If possible, try to add some impressive achievements you’ve made that have had a big impact on the employer or a customer/client
· Use numbers to quantify these achievements if you can (e.g. sold 100 units in 1 month)
Role

Company, Location 
mmm yyyy - mmm yyyy

· Detail all your responsibilities and showcase as much of your skills and knowledge as possible

· Use professional language and show how your duties impact the business where possible 

· Give lots of detail in recent roles and less in older roles as you go down the CV

· If possible, try to add some impressive achievements you’ve made that have had a big impact on the employer or a customer/client.

Education and Qualifications

Qualification (Degree)
Institute (University)
mmm yyyy - mmm yyyy

· Mention detail only if relevant to the job

· Otherwise not necessary to enter details of degree

· Any award or recognition

Qualification (A Levels)
Institute (School name)
mmm yyyy - mmm yyyy

· Add details only if relevant to the job
· 2-3 Grades of relevant subject
Qualification (GCSE Levels)
Institute (School name)
mmm yyyy - mmm yyyy
· Add detail only if relevant to the job or else don’t.

Interests and Hobbies

e.g reading, writing, xxxxxx, yyyyy and xyxyxy
Reference

Available upon request 
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