Name
[Address]
h: [Home Phone Number], m: [Mobile Phone Number]

e: [email address]
	Career Profile:

[Use this space to tell the employer about yourself- your relevant skills, achievements and personal qualities, what you are currently doing, keeping relevant to the position you are applying for.  You can add li

censes or qualifications here if highly relevant]




	Key Skills:

· [key skill]

· [key skill]

· [key skill]

· [key skill]
	· [key skill]

· [key skill]

· [key skill]

· [key skill]


[What are your key skills that relate to this position?]
	Key Achievements:

· [key achievement]

· [key achievement]

· [key achievement]

· [key achievement]

· [key achievement]

[Demonstrate how you have used they key work skills]


[List your most recent position first]

Employment History

	[date – date]
	[company name]
[your position]

	Key Responsibilities:

	[type a brief overview of what your responsibilities were in this role]




	[date – date]
	[company name]
[your position]

	Key Responsibilities:

	[type a brief overview of what your responsibilities were in this role]




	[date – date]
	[company name]
[your position]

	Key Responsibilities:

	[type a brief overview of what your responsibilities were in this role]




	[date – date]
	[company name]
[your position]

	Key Responsibilities:

	[type a brief overview of what your responsibilities were in this role]




Education and Training

	Qualifications Achieved:
[name of school/ institute]

	[date – date]

	Qualifications Achieved:                                    [date – date]
[name of school/ institute]
	[date – date]

	

	Other Achievements:

	[Add education if relevant to this position]
[Add any licenses you have]


Interests and Hobbies

	[Use this space to tell the employer about your interests- particularly interests or hobbies that might be useful for the job you’re applying for]




References

[Professional referees make a stronger statement than personal/character referees]

[Name]
[Position]
[Organisation]
[Address 1]
[Address 2]
[Phone Number]
[Name]
[Position]
[Organisation]
[Address 1]
[Address 2]
[Phone Number]

Name

1

