Please do not change the size or style of the font.
Click here to see the handy hints and tips guide for advice on how to best write your CV.
	Contact details


Title:




Mr/Miss/Mrs/Miss (delete as appropriate)
First Name:



Type here

Surname:



Type here

Address:



Write in full, including postcode

Home telephone number: 

Type here
Mobile telephone number: 
Type here
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Email address: 


Type here
Nationality: 



Type here
Are you eligible to work in the UK: 
Yes / No (delete as appropriate)
I am available to start work from: 
Insert date

	Profile


Type here
	Key skills and achievements


Type here
	Work Experience


State the employer name, your title/job role and the start and finish dates of your employment. 
Give a short statement about your key responsibilities and achievements in the role. 

Repeat this for all paid, voluntary, full time and part time work. Also include any work experience gained whilst in education.

State the most recent employment first.

Example:

Kaplan | January 2009 – March 2010 | Office administrator

Duties included:

· Managing diaries

· Dealing with visitors

· Organising and supporting meetings (minute taking on occasions)

· Organising travel

· Recording and sending mail

· Taking notes and telephone messages

· Collating and distributing information or material

(Delete the above guidance text on completion of your CV)

Type here
	Education


State the school/college name

Include the qualifications gained at each school/college

Repeat for all of your time in education

State the most education first.
Example:

London High School | September 2009 – June 2011 
Qualifications gained:

Maths - C

English - B

Science - C

Business Studies- C

Geography - E

P.E - D

ICT - B
(Delete the above guidance text on completion of your CV)

Type here
	Other relevant skills


Type here
	Hobbies/Interests


Type here
	References


Make sure that you have up to two employer references that can be contacted. 

Include the name of company they work for / place you know them from, their address, phone number and email address. 

You can state ‘References available on request’ if you do not want an employer to see these in advanced. 
Type here
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