(EXAMPLE CV LAYOUT)





Curriculum Vitae

Name

Address

Telephone no(s)   (mobile and home)

Email address (check emails regularly)

Profile   (should be written in the 3rd person)

This information needs to be direct and instantly tell the reader about you – your key strengths and skills (including technical information)

Eg: A self motivated professional with extensive  ……………………. experience, with a proven track record of success within ………………………  market sectors.

Use key words such as:  Strong “operational leadership” or  “strategic project management”  or “outstanding customer facing delivery experience” or  “Results orientated & delivery-focused”  or “business process and service focused” or  “infrastructure planning” .

Education/Qualifications    (this can go here if at the early part of your career but if you have a number of years work experience it can be moved to the end of your CV to support your work history.)
*Please note- Most recent Qualification goes first 

Display the year and location on the same line and the qualification below. For example:

1998 – 2004
School / University Name

Details of qualifications  *

Key Skills/Training 

· List these bullet points

Career History (Most Recent First)

Date

Company








Job Title

*Always ensure you are concise and focus on achievements and results particularly if you have been instrumental in saving money, delivering successful projects or making key changes and improvements for the business.

NEVER LEAVE GAPS IN YOUR HISTORY E.G IF YOU TOOK TIME OUT TO TRAVEL INCLUDE THIS IN THE HISTORY, STATING DATES AND REASONS FOR ABSENCE FROM EMPLOYMENT
