Information for CVs

	Name
	

	Address
	

	Post Code
	

	Tel Number
	

	Email
	

	Mobile Number
	


PROFILE

Your personal profile should be the first thing an employer reads after your name and address. It gives you the chance to instantly impress an employer and encourages them to read on.

Try to think of works which you think best describe you at work, e.g. flexible, quick to learn. You should also try to be specific about your skills and experience. Then fit these into a short paragraph which gives a ‘pen picture’ of yourself.

	


SKILLS AND ACHIEVEMENTS

List your key skills and abilities (relevant to the work you are applying for). For example:

· maintaining computerised and manual record systems

· responsible for entertaining and motivating young children

	Skills



	*



	*



	*



	*



	*




EMPLOYMENT HISTORY

(for each job list your key duties/achievements)

	Job Title


	Dates Employed

	Employer



	Duties/Achievements




	Job Title


	Dates Employed

	Employer



	Duties/Achievements




	Job Title


	Dates Employed

	Employer



	Duties/Achievements




	Job Title


	Dates Employed

	Employer



	Duties/Achievements




	Job Title


	Dates Employed

	Employer



	Duties/Achievements




EDUCATION AND QUALIFICATIONS

	Dates
	School/College
	Qualification
	Subject
	Grade

	e.g. 1990-1995
	Central College
	NVQ
	Business Studies
	Level 2

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


VOCATIONAL QUALIFICATIONS/TRAINING (e.g. health and safety, fork lift, food hygiene)

	Dates
	Training Organisation
	Course
	Qualification

	e.g. Sept 2000
	Central College
	Food Hygiene
	Pass

	
	
	
	

	
	
	
	

	
	
	
	


INTERESTS AND HOBBIES

Including a section about your interests can help an employer get an impression of your personality. For example if you play a team sport like football or hockey an employer will see you as a team player. If someone enjoys reading, it may be seen as able to concentrate whilst performing tasks. 

	


ADDITIONAL INFORMATION

	Driving Licence

	Access To Car

	IT Skills

	Date of Birth

	References - usually 2 are given (remember to ask your referees first)

You can choose to put ‘references available upon request’




