Curriculum Vitae
Name

Address 1

Address 2

Address 3, Post Code

Home Telephone:

Mobile Telephone:

Email Address:

Personal Profile

A brief business like description of yourself….
Key Skills

Bullet point generic skills, see examples below:

· Fast accurate typing speed

· Experienced in customer service and administration

· Reliable and hard working
· Advanced/Good  knowledge of Most Microsoft office packages
Employment History

Company Name (Current Position)



-‘month year to month year’

Job Title

Details of role, bullet point the key tasks see examples below:
· Customer service face to face and over the telephone

· Working to targets and deadlines

· General administration duties

Company Name





-‘month year to month year’

Job Title

Details of role, bullet point the key tasks see examples below:

· Customer service face to face and over the telephone

· Working to targets and deadlines

· General administration duties

Employment History cont.
Company Name





-‘month year to month year’

Job Title

Details of role, bullet point the key tasks see examples below:

· Customer service face to face and over the telephone

· Working to targets and deadlines

· General administration duties

Company Name





-‘month year to month year’

Job Title

Details of role, bullet point the key tasks see examples below:

· Customer service face to face and over the telephone

· Working to targets and deadlines

· General administration duties

Education

University Name





- ‘month year to month year’

· Course studied with details if applicable

Secondary School Name




- ‘month year to month year’

· Detail A levels, AS levels & GCSE’s

Other Training

Detail in the same format as education above stating who the training/course was done through (employer, distance learning, etc), the dates and name of training/course.

Personal Details

Date of birth, nationality, marital status, driving license, etc if you wish to include this.

Interests

Brief details of interests and hobbies (i.e. swimming, football, etc)

References:
Available on request

