Full Name
Home address

Mobile Number & Email Address (appropriate email address)
LinkedIn Profile Hyperlink   
Car Driver/Own Vehicle

PERSONAL PROFILE

Your personal statement is perhaps the single most important part of your CV. Get it wrong and your chances of being invited to interview are drastically reduced. The purpose of a personal profile is to highlight your professional attributes and goals, summarising why someone should consider your application. This section demonstrates that you are focused and determined to pursue a career in your chosen field, make this a factual and relevant mission statement 

EDUCATION

List qualifications by order of seniority E.g. Degrees before A’ levels 

Dates (years)
University Name
BA (Hons) Business Studies (2:1) 

Dates (years)
School/College Name
A’ Level: Maths (B) English (B) Economics (C) 

Dates (years)
School/College Name
GCSE: List as A’ Levels 

(Depending on the job opportunity/industry you may want to put your employment before your education. If the job spec says ‘2:1 degree or higher’ then clearly this is important to the employer and should go before your career details.)  
EMPLOYMENT

(Most recent job first)

Company Name                                    Job Title




Dates From and To
You should give your reader a brief summary of the companies function.
Responsibilities: 

Use this section to write a short paragraph of your overall responsibilities without great description. In addition list responsibilities in bullet point fashion and your key successes if applicable: 

· Implemented new pricing structure, ensuring realistic and beneficial mark-ups 

· Staff training and mentoring 

· Introduced KPI’s to the sales team with regular monitoring 

· Increased sales by 26% 

· Worked as a Customer Manager with senior clients 

· Responsible for a team of 40 staff, which consist of 3 managers

Achievements (if applicable, valuable in sales):

· List in bullet points your key achievements in the role, it is valuable if these are measurable achievements

Continue the format for previous work experience however depending on the length of your experience you should keep the details slightly shorter, only offering information that will help you achieve your desired position.
PROFESSIONAL TRAINING: (Bullet point professional training you have attended)

Spin sales training 


2014

Team leadership/management

2012

Do not list irrelevant training
INTERESTS & HOBBIES:
Here say a little bit about you! Tell us something interesting and memorable about you and your achievements so far. Look at how job advertisements stipulate certain personality traits required for positions. Identify what they are and show how your hobbies can relate to their requirements.

You can mention almost any activity or hobby – keeping it appropriate! Examples could be 

· Sports teams (don’t get personal about your team)
· Societies/clubs

· Travel (Careful with this one as you do not want the employer to be nervous that you may leave to go travelling)

· Hobbies

· Charity

· Awards (these are particularly good as they can demonstrate high achievement and ambition)

REFERENCES: 
Available on request
REVIEWS / RECOMMENDATIONS: In the early stages these can be influential and whilst these may be on your LinkedIn Profile the reader may not have time to switch from CV to LI.
