FULL NAME

Full address




Home telephone number

With city




Work telephone number (if appropriate)

And postal code




Mobile telephone number

Country (if international)


E-Mail address  

CAREER HISTORY

Current or most recent position (Date, including month & year) 

Employer, Location (Country if international)
One-line description of operation/company, which may include: size of operation/unit, number of staff, revenue, type of product.

· List two or three of your main responsibilities 

· Do not list duties that would generally be expected at your level 


Major achievements:

List two or three achievements 

Be proud of your achievements and ensure that you list those that are measured. 

Previous Position (Date -including month & year) 

Previous Employer, Location (Country if international)
Give a brief overview of the company. 

· In bullet point format list an overall maximum of five responsibilities and achievements. 


Your career history should include positions over the past 10 years. The past three positions are generally the most relevant and any other positions should be mentioned briefly. 

EDUCATION, QUALIFICATIONS AND TRAINING

· List your professional qualifications (including university/college/institution, dates, course and results), starting with the most recent first.

· Include all industry related qualifications (ie: GNVQ and BTEC).

· If you are under 25, list your secondary education qualifications. Do not list individual subjects, but as a total number of qualifications (ie: 3 A Levels, 7 GCSEs).

· List any training you have received whilst at work and that is relevant to your career development. List dates for statutory training (ie: RIPHH, IEHO), but not for company courses.


PERSONAL DETAILS

Date of Birth 

Marital Status

Nationality (especially if applying internationally)

Languages (not including your mother tongue)

Interests: Write a brief overview of your external interests, including any clubs or associations that you are active in.

