CV Template

	Personal Details


Name:

Address:

Telephone No:

Mobile No:

Email:

Date of Birth

	Education / Qualifications


List any qualifications you have and grades (if relevant), and where you were studying when you achieved them. Start with the most recent. e.g.

Any town High School – Any town



Sept 01 – June 05

Maths 




GCSE 



C

English Language


GCSE



D

Health & Social Care 


GNVQ Intermediate 

Merit

	Employment History / Work Experience


Provide details of past work starting with the most recent. Employers are interested in what you did in your previous job(s), any responsibilities you had, skills you developed and training you received.

Employer






Dates

Job Title

Job Responsibilities / Duties

Employer






Dates

Job Title

Job Responsibilities / Duties

	Personal Profile


Keep it relevant to work, describe what type of person you are. One paragraph is about right. Some suggestions:

Hard working, punctual, organised, enjoy teamwork, self-motivated, practical, likes a challenge.

	Skills / Achievements


List with bullet points your skills and any achievements you have. Some suggestions are:

Good keyboard skills, Telephone skills, MS Word, MS Excel, Leadership skills, 1st Aid Training, Basic Food Hygiene Certificate, Duke of Edinburgh.

	Interests


List any hobbies or pastimes you enjoy, e.g. sports, music, reading, bike riding, gardening, helping at a local community centre.

	References


Referees must be someone that knows you fairly well, but is not a close friend or family member. If you’ve left school recently use a senior teacher as one

Name






Name

Address





Address

Tel:






Tel:






