Name 








     Curriculum Vitae


Contact Details

Address:
Don’t forget your post code! 



Tel: 

Mobile and landline 
Email:


Personal Profile

Write about 3 sentences that describe your career and what you are looking for.
Key Skills

You want about 5 transferable Key Skills listed here – each with a very brief explanatory note.
Career History Most recent job first

Show Job Title, Dates and then employer – in that order!

Make sure it’s easy to read with a mix of paragraphs and bullet points.

Qualifications  

List all school qualifications (but the longer ago they were then the less detail is needed)

Training
List all training courses attended – even uncertificated in-house courses.

IT Skills 
List the programs and systems you are familiar with.
Personal Details

Include your date of birth, marital status, interests (don’t call them hobbies) and driving license. 
Finally, aim for 2 pages but going into 3 is absolutely fine 
