The parts in Black are the sections of the CV. The words in red give guidance on what to include and can be deleted after you have inserted your information. 
Name
Postcode
Mobile: Email: 

Personal Profile: 
In terms of length, a CV personal profile should be no longer than 150 words. Aim for a few short sentences, four or five should do the job.
If you're struggling with what to write, break your personal statement down into three parts. Focus on:
· who you are
· what you can offer
· your career aims.


Key Skills: 6 key skills that you have – try and use the job description to help you pick skills the employer is looking for.  



· 



· 
· 
· 
· 
· 
· 


Employment History: List your jobs in reverse order from the most recent 
Date started – Date finished, Position, Company
· Summary of the role and your responsibilities 

Education: List your qualifications and training in reverse order from the most recent 
Date Completed, Institution
· Subject and Grade

Additional Information: A little bit more about yourself – your hobbies/anything your taking part in/what you enjoy
