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Personal profile
[bookmark: _GoBack]Include a small paragraph briefly explaining your skills and attributes and why you would be an asset to a team. 
Be positive and don’t be modest!
Explain what you’re especially good at. What sets you apart? Use your own language—not jargon.
Include your desirable skills, punctual, reliable, trustworthy, detail orientated, practical worker, motivated, proactive, hardworking, works efficiently and effectively under pressure, target driven, friendly, honest, team player, great communication skills, confident, assertive the list goes on!
Skills
What are your key skills or qualifications/experience? What makes you stand out?
Bullet point them here:
		   JOE BLOGG
123 lane
        birmingham
                                 x12 4xx



Experience
Job Title • Company • Dates From – To
Summarize your key responsibilities, leadership, and most stellar accomplishments.  Don’t list everything; keep it relevant and include data that shows the impact you made.
Think about all of your key tasks, were you asked to take on additional responsibilities? 
Include relevant work experience and volunteering opportunities

Remember all employment and work experience should be dated and listed from your most recent experience.

Education
Degree • Date Earned • School
School/ university Name 
Year attended from –  to
	Qualification 
	Grade

	English Language 
	C



hOBBIES AND INTERESTS
Write a few brief sentences to tell your potential new employer about you. What are your hobbies and interests? How do you enjoy your free time?







Hints and tips 

· Include all of you contact details and make sure they are kept up to date.

· Keep your CV positive this is your passport to employment. 

· Make sure your CV does not exceed two A4 pages.

· Proof read or ask a friend or family member to read your CV. Maybe they can think of qualities, skills or experience that you have that you haven’t included!






	
	
	
	

	joebloggs@hotmail.com
Make sure your email address is professional. Good practise is to have a professional email address purely for job searching.
	
	Ensure your telephone number is correct and up to date.
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