Name 

Address

Mobile:


 Email:

……………………………………………

Profile

Your personal profile is one of the most important parts of your CV and helps ‘sell’ you to prospective employers. Make sure you provide a good description of who you are, what you’re passionate about, your best skills and what you can bring to the role and the company. 

………………………………………………

Career Summary 

Start with your most recent or current role and work your way back to cover all previous positions.

For each role you should include the name of the company, your start and end date and your position/s.

ENS Recruitment 

April 2011 – present

Recruitment Consultant

Underneath include some brief bullet points on what the role involved, you should cover your key responsibilities, any significant projects you worked on and your achievements in this role. Also mention if you line managed any team members here. 

…………………………………………….

Education and Qualifications 

Again with your education and qualifications start with the most recent and highest qualification first and go in reverse chronological order. For each place of education, list the name, location, the dates you attended and the qualification and grades you achieved. 

· University of Greenwich, London, 2014-2017

2.1 BA (Hons) English Literature

You can also include some bullet points on the modules and the work done as part of this course to help demonstrate you have the knowledge and skills needed for the role you are applying for.

……………………………………………

Additional Information

List any addition relevant experience here such as computer programmes you are able to use or any additional training courses. 

…………………………………………

Personal interests

Finally use the last section of your CV to tell the employer a little bit more about you personally and what your interests are outside of work. Remember to always keep them professional and try to include the more unusual hobbies rather than run of the mill ones as this will help you stand out. 

…………………………………………

At the very end of your CV add in a line to say that references are available on request.

*Always do a spelling and grammar check on your CV once it is complete to ensure there are no mistakes.

