Curriculum Vitae Template
	NAME:
	name & surname

	
	

	ADDRESS:
	house/flat number or name

street name
village/suburb

town/city
county

postcode

	
	

	TELEPHONE:
	home number
mobile number

	
	

	EMAIL ADDRESS:
	youremail@virgin.net

	
	

	LANGUAGES:
	e.g. French oral intermediate, written basic

	
	

	NATIONALITY:
	Nationality, dual nationality etc

	
	

	VISA:
	Visa status eg. Ancestry Visa, etc

Start date of visa

	
	

	RELOCATE:
	Yes/No

	
	

	PROFESSIONAL QUALIFICATIONS

AND DATES:
	e.g. ACA 1999 (first time passes), etc

	
	

	EDUCATION:
	start yr-end yr & University name

Degree attained
start yr-end yr & school name

number S’ Levels

• S’ Level & Pass Level

• S’ Level & Pass Level

number A’ Levels

• A’ Level & Pass Level

• A’ Level & Pass Level

• A’ Level & Pass Level

number O’ Levels/GCSEs

	
	

	CURRENT SALARY:
	Base, bonus, pension, healthcare etc or temporary hourly rate or interim daily rate

	
	

	NOTICE PERIOD:
	Number of weeks/months


CAREER HISTORY  Begin with the most recent
	Month & Year - Date
	Company Name


Brief description of company, turnover, and what the company specialise/specialised in, summary of division(s) worked in.
Position Held
Who the position reports to, brief description of the role, influence of the role to the business, etc
Outline of key responsibilities:

· Specific tasks which were required directly by the business, etc
· Where your role influenced business decisions, direction, etc
· Examples which showed your personal initiative, self-starter aptitude, etc
· Tasks which involved team management, motivation, etc
· Further responsibilities, etc ...
Specific Project Work/Achievements:

· Successful projects you directed and their direct impact to the business, etc
· Initiatives you implemented, etc
· Direct improvements to the business as directed by yourself, etc
· Further achievements, etc ...
	Month & Year - Month & Year
	Company Name


Brief description of company, turnover, and what the company specialise/specialised in, summary of division(s) worked in.
Position Held
Who the position reported to, brief description of the role, influence of the role to the business, etc

Outline of key responsibilities:

	Month & Year - Month & Year
	Company Name


Brief description of company, turnover, and what the company specialise/specialised in, summary of division(s) worked in.
Position Held
Who the position reported to, brief description of the role, influence of the role on the business, etc
Outline of responsibilities:

	COMPUTER SKILLS:
	Excel, SAP, Hyperion etc

	
	


	INTERESTS:
	Rugby, netball, painting etc


