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CURRICULUM VITAE
Name:



John Jones

Address:


1 The Street





The Town





The City





The County





The Postcode 

Home Telephone:

01234 567890
Mobile:


07777 112233 
Email Address:

john.jones@yahoo.co.uk
Date of Birth:


01.01.1970

Career Objective

Your career objective should be one or two sentences detailing your next career goal and duties you hope to carry out. The rest of your CV should re-emphasise this statement.
Professional Profile

Your Professional Profile needs to detail your key professional qualities. Any attributes you possess which would suit the position should be detailed in your profile, as well as any key achievements which would strengthen your application.

List as many ‘Soft Skills’ as possible using bullet points, as below:

· Management

· Communication

· Problem Solving

Key Skills

Any key skills you have should be listed here with examples of how you have used them in your professional life where appropriate. Format these using bullet points:

· Key Skill One – Separate examples with a hyphen.

· Key Skill Two

· Key Skill Three

Career History

Your Career History is a detailed account of previous positions held. This should be written in reverse chronological order, starting with your present employment and current duties. 
Dates of employment, position held, duties and responsibilities, and key achievements should be included and formatted as below. However, it is recommended that previous salaries and reason for leaving is excluded from this write-up.

Date – Date
The Company

Position
A brief summary of the company or role is acceptable if either is out of the ordinary, but don’t state the obvious.  Be sure to list your main responsibilities, and any specifics of the operation that may be pertinent (e.g. size of site, number of employees/direct reports, business volumes and KPI’s etc)

Keep it concise and do not use long paragraphs as these may be overlooked and important points may be missed.
Detail Key Achievements pertaining to the position using bullet points.

· Achievement One

· Achievement Two

· Achievement Three

Date – Date
The Company

Position
Detail company information, duties and key achievements as above. Repeat as necessary for previous roles.

Think about what you are applying for and what is relevant.  Early career achievements can be listed together.  It is unlikely that positions you held 15 years ago will bear any relevance on what you are applying for today. Therefore, your career summary should always be weighted with your most recent achievements.  You have only got limited space to create the impact you desire. 
Qualifications

Any qualifications you possess should be detailed here. Your qualifications should be detailed using full terms with any abbreviations inserted in brackets. Qualifications should be detailed in reverse chronological order using bullet points:

· International Certificate in Professional Competency (CPC)

· Higher National Diploma in Mechanical Engineering (HND)

· National Examination Board of Occupation Safety and Health (NEBOSH)

· GCSE’s and ‘A’ Levels can be summarised and do not need to be listed by subject or grade (i.e. 3 A levels, 6 GCSE’s)

Training

Any training you have completed, whether qualifications were achieved or not, should be detailed on your CV. Training shows you are keen to learn, and to do what is necessary to complete your job to the best of your ability. Dates are appropriate when listing training, and should be detailed as below:

2007
External training at Training Centre, Essex

Man Management

2006

In-House at The Company

First Aid

Interests
While quite self-explanatory, your Interests should try to emphasise key attributes which would work towards convincing an employer that you are the ideal candidate. For example, if energy and enthusiasm is desirable in the position you are applying for, detailing any interests you might have in intensive sport could be useful. Other interests, such as reading non-fiction books shows ambition and a willingness to learn. Detail your interests in bullet points, as elaborating on external activities is not required.

· Snowboarding

· Reading non-fiction

When your CV is complete, take care and time to read through each sentence, ensuring everything makes sense, while punctuation and grammar are tuned to the best of your ability. Try to use as many keywords as possible.
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